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1.0 GENERAL INFORMATION

1.1 System Overview

The Housing Counseling System (HCS) is an automated web-based system to support HUD’s Single
Family Housing Counseling Program. HCS has several components to collect data for reports and
analysis. Three primary components are Agency information, HUD-9902 Report collection, and Grant
Processing. The electronic form HUD-9902, Housing Counseling Agency Fiscal Year Activity Report, is
available from the HUD web site for agencies to file their reports at the end of each fiscal year. HUD-
approved housing counseling agencies, funded state housing finance agencies, and national and regional
intermediaries and their funded affiliates are required to submit quarterly and annual HUD-9902 reports
on their counseling activities.

The 9902 component collects individual and aggregate HUD-9902 reports. HCS provides tools to track
agency 9902 submissions and analysis of the data submitted. HUD users can request, by Homeownership
Center or HUD-wide, a list of agencies that have reported, a list of those that have not reported, or
cumulative totals of data. The user can also get cumulative data, percentages, and HUD grants as a
percentage of all counseling activities, by housing counseling agency, city, state, or HOC. Housing
Counseling Agency data is also maintained within HCS and made available to the public via HUD’s web
site.

The housing counseling grant processing component helps HUD Single Family Headquarters and
Homeownership Center staff evaluate applications for the annual housing counseling grant awards
competition. HUD-approved housing counseling agencies, state housing finance agencies, and national
and regional intermediaries submit applications each spring in response to HUD’s SuperNOFA process.
HUD staff uses HCS to enter relevant application data and scores with comments on the factors. HCS
determines recommended awards for each agency and produces all required documents to process the
grant awards.

The major outputs from the grant component of HCS are award reports and Congressional notification
letters. It also produces various reports associated with different element/stages of the evaluation process.
The user can get reports on program cost, (to compare the amount requested to the scope and level of
services), applicants' scores on the factors for awards, or on strengths and weaknesses of the factors.

The Housing Counseling System's purpose is to facilitate issuance of housing counseling grant funding,
and to evaluate results. The Housing Counseling System provides an efficient means of monitoring and
evaluating the performance of counseling agencies, keeping track of which agencies apply for grants,
awarding the grants and making appropriate Congressional notifications. Direct benefits that result from
the Housing Counseling system are pre-purchase counseling for first-time home buyers, foreclosure
avoidance counseling for homeowners and rental counseling for the homeless. Additionally, the Housing
Counseling system provides a process for investing counseling funds by merit and regulations in a timely
manner.

In October 2006, in support of the Single Family Integration Plan, HCS was integrated with the Client

Activity Reporting System (CARS) that was in October of 2008 replaced with Agency Reporting Module
(ARM).
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System Information System Information

Category
Responsible organization:

Office of the Deputy Assistant Secretary for Single Family
Housing. Program Development

System name: Housing Counseling System

System number: F11

System category: Major application

Operational status: Release v10.7.0.0 is operational

System environment: HCS operates on the HUD operating standard of Windows XP

over the Internet as a Web-base system through HUD’s security
server (LDAP) using Cold Fusion. The HCS data is stored in the
cars database on the NTHHQP17 server. The HCS database has
been developed in Sybase.

1.2 Project References
The following project references were used to compile the User’s Manual:

Business Program Documents
e HUD 9902 FORM
e HUD Handbook 4065.1
e SuperNOFA

Government Documents
e Department of Housing and Urban Development, System Development Methodology, Release
6.06

Other Documents

e  System/Sub-System Spec
e Data Requirements Document

1.3 Authorized Use Permission
HCS is set up to retrieve data electronically. To safeguard these transactions and users privacy, all users

are issued a User ID and password, and the data transmitted is stored on a secure server. The reports and
data are only available to authorized users of the system.

1.4 Points of Contact

1.4.1 Information

The key personnel involved in the project are:

Type of Contact Name Department Telephone

Program Area/Sponsor Ruth Roman Single Family Program Support | 202 402-2112
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Director Division
Project Sponsor Manager George Grotheer | Single Family Program Support | 202 402-2294
Division
IT project leader/GTM David Huynh Office of Systems Integration 202 402-7493
and Efficiency
Contractor Project Mgr. Andrey Ignatov DysTech, Inc. 571 3210-460 x109
Database Administrator Anurag Mishra DysTech, Inc. 571 3210-460 x115
Development Stephen Liu DysTech, Inc. 571 3210-460 x121

Coordination/PVCS

1.4.2

Coordination

HCS will interface with the organizations listed below during the lifecycle of the development effort.

1.4.3

Single Family Program Support Division — Participate in project initiation, requirements
definition, and user acceptance test activities.

Development Coordination Group (DCG) — This group provides change management and
technical support for all Single Family Housing system development teams.

Test Center and Assigned Field Offices — Performs verification and field-testing of HCS software
prior to releases being installed into production.

Office of Information Technology (OIT) — Provides technical support, monitors adherence to
HUD Software Development Methodology (SDM), reviews and approves all project deliverables.
Change Control Board (CCB) — Reviews and approves requests for HCS system releases.

Office of the Chief Information Officer (OCIO).

Help Desk

The HCS Help Desk is handled through HUD’s main help desk and can be reached at 202-708-3300. Tier
2 and 3 tickets are directed to the HCS system sponsor. HUD users should contact their HOC HCS POCs
for first level assistance. HOC HCS POCs can contact the HUD Program Project Manager for any
unresolved issues.

Agencies will contact their authorized HUD representatives for assistance.

1.5 Organization of the Manual

This User’s Manual for HCS is organized in and contains the following sections:

1.0 — General Information including system overview, project references, contacts, and acronyms
and abbreviations.

2.0 — System Summary which includes System Configuration, Data Flows, User Access Levels
and Contingency plans.

3.0 — Getting Started includes an overview of logging on, system menus, changing USER ID and
Password, and exiting the system.

4.0 — Using the System (Online) provides a description of basic functions found throughout the
system and define certain terms used in this User’s Manual.

5.0 — Agency User provides description of system functions available for agency users.

6.0 — Reviewer provides description of system functions available for HUD reviewers.

7.0 — GTR provides description of system functions available for HUD GTRs.

8.0 — Office Manager provides description of system functions available for HUD office
manager.
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e 9.0 — Program Manager provides description of system functions available for HUD program

managers.

e 10.0 — Querying capabilities and procedures.
e 11.0 — Reporting capabilities and procedures.

1.6 Acronyms and Abbreviations

Terms and Abbreviations
Abbreviations Definition
ARM Agency Reporting Module
CARS Client Activity Reporting System
CCB Control Board
CMS Client Management System
DCG Development Coordination Group
DUNS Dun & Bradstreet number
FAQ Frequently Asked Questions
GTR Government Technical Officer
HCA Housing Counseling Agency
HCS Housing Counseling System
HOC Homeownership Center
HQ Headquarters
ISP Internet Service Provider
OCIO Office of the Chief Information Officer
OoIT Office of Information Technology
POC Point of Contact
SSL Secure Socket Layer
TIN Federal Tax ID Number
HCS User’s Manual Page 1-4
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20 SYSTEM SUMMARY

2.1 System Configuration

HCS is a grant tracking and Housing Counseling Agency management system. It is a web-based
application that runs on a clustered server environment available to HUD personnel and Housing
Counseling Agency users located throughout all of the geographical United States. It is accessible to
anyone on the internet through HTTP over Secure Socket Layer (SSL) and through proper
authentication using an LDAP server. HCS is not a distributed system but does provide data feeds into
other systems. (See Diagram #1 for overall system flow)

HCS High-Level Technical
Architecture HUD - PRODUCTION

[S] Unix/ColdFusion Server:
Version 7.0:
= User 1) https://entp.hud.gov/
1) HTTPS
[\
%

—

CMs

1) SOAPHTTPS Firewall
| —

Sybase Server
Version 15.2:
1)NTHHQP17
Database: cars

—-J
LDAP
[E—

L
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I=S=}
==}
==
=
==
==
[T
==
=
==
==
=
==

2.2 Data Flows

The Housing Counsel System is composed of several business process modules, grant processing module,
client activity reporting (9902) module, and agency profile module, client module, counselor module,
archives module, agency reporting module and system management module,. The agency profile
management system supports the creation, read, update, and deletion of profile information of HUD
approved agencies that participate in the HUD Housing Counseling program. The agency profile
information provides the identity data for the grant processing and client activity reporting modules. The
agency profile information is entered and updated at any time throughout the fiscal year.

The Grant Processing module supports the grant processing for housing counseling agencies. Before grant
applications data can be entered into the system, HUD users prepare for the grant processing business by
entering appropriations, grant categories, grant types, and performance evaluation criteria. These sets of
data provide the foundation on which grant applications are processed. After the appropriations, grant
categories, and grant types are entered into the system, grant applications are ready to be entered into the
system by HUD users. Grant applications are reviewed and provided with performance scores by HUD
Reviewers to evaluate the grant award amount. The performance scores are then finalized by HUD
Reviewers and the system calculates, based on the performance evaluation criteria, a recommended award
amount. A HUD Reviewer takes that system calculated amount into consideration when updating the
application with a final award amount. In applicable situations, a HUD Reviewer also sub-allocates the
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2.0 System Summary

awarded amount to sub-agencies that perform counseling services. The entered grant processing data is
then provided to HUD Reviewers, managers, and external systems through a variety of reports and
spreadsheets.

The client activity reporting module gathers client counseling activity by approved agencies in the HUD
Housing Counseling program. HUD users and agency users enter in client counseling activity numbers.
The client activity data entered is then used by reviewers during the next fiscal year grant processing
cycle to evaluate the worthiness of an agency for grant awards. The client activity data is also made
available to HUD users and managers through a variety of reports and spreadsheets. The HUD-9902
performance report and Logic Model are created using client data.

2.3 User Access Levels

The current HCS system design has five kinds of users. They are:
Agency Users

HUD Reviewers

HUD GTRs

HUD Office Managers and

HUD Program Managers.

YVVVY

Agency Users are HCS users provided by HUD to Housing Counseling Agencies with rights to:

Submit HUD-9902 Forms

Submit Agency information

View Verification of Submissions

Sub-allocate grant awards to their sub-agencies when applicable

YV VYV

HUD Reviewers are HUD HCS users who conduct grant applications review with rights to:

» View assigned Grant Applications
» Score assigned Grant Applications
» View Reviewers Reports

HUD GTR role within HCS provides the GTR with the ability to oversee the business process of their
assigned agencies to monitor the HUD-9902 submission process as well as the Grants Process. They have
the access rights and capabilities of an Agency User as well as the capability to review the Grants
Process. Within HCS, the HUD GTR has the ability to:

Submit/Review HUD-9902 forms
Submit/Review Agency information
Designate the agency status in the Housing Counseling program
Enter the Grant Processing section of HCS to:

o View Funding Allocations
Setup Grant Applications
Score Grant Applications
Calculate Recommended Awards
Input Awards and Sub-Allocations

o View Reports

> View ARM Submission Information

YV VY

O O O O
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HUD Office Manager role within HCS also provides the ability to oversee the business process of the
HUD-9902 submissions and the Grants Process. In addition to the rights and capabilities of the HUD
GTR, the Office Manager also has the capability to view User Information and perform some
Management Functions. Within HCS, the HUD Office Manager has the ability to:

» Submit/Review HUD-9902 forms
» Submit/Review Agency information
» Enter the Grant Processing section of HCS to:
o View Funding Allocations
Setup Grant Applications
Score Grant Applications
Calculate Recommended Awards
Input Awards and Sub-Allocations
View Reports
o Export Grant information from HCS
» Manager HCS Manager User Information
» Perform some Management Functions

O O O O O

HUD Program Manager role is the one with full access rights to the HCS System.
Within HCS, the HUD Program Manager has the ability to:

» Submit/Review HUD-9902 forms
» Submit/Review Agency information
» Enter the Grant Processing section of HCS to:
o View Funding Allocations
Setup Grant Applications
Score Grant Applications
Calculate Recommended Awards
Input Awards and Sub-Allocations
View Reports
o Export Grant information from HCS
» Manager all HCS User Information

O O O O O

Perform all Management Functions

2.4 Contingencies and Alternate Modes of Operation

The magnitude and geographical diversity of HCS requires strict access control and security measures for
hardware, software, communications, and personnel. The system and its data must be protected from
errors, accidents, unauthorized access, data destruction, potential violations of the Privacy Act, and data
transmission errors.

2.5 Agency Data Input

Agencies are required to submit their information in HCS through automated transactions from their
counseling application referred to as Client Management System (CMS) to HCS Agency Reporting
Module (ARM). Once an agency submits their data through their CMS, they will not be able to input data
manually via HCS user interface. Agencies may review their data in HCS and shall validate the
information. If the data in HCS is not correct, agencies need to make corrections in their CMS and
retransmit their data into HCS via ARM.
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Agencies submitting their information through their CMS will still access HCS to check and validate their
information. Agencies that experience problems submitting required data must contact their HUD contact
to gain temporary access to HCS and input their data manually until their CMS application is operating
correctly again.

HUD users are required to input HUD internal data in the agency’s profile and to process agency’s grant
application. HUD users will use HCS to create reports and to conduct analysis to assist in the

management of HUD’s Housing Counseling program.

The rest of the User Guide provides instructions how to use HCS User Interface.
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3.0 GETTING STARTED

3.1 Logging On

HCS is accessed through the HUD Internet using Microsoft Internet Explorer 7.0 or higher. A login 1D
and password are required to access HCS. The Login to HCS is available on the Single Family section of
the HUD Website under Housing Counseling. You can also type “HCS” in the search bar on the
www.hud.gov webpage to get a hyperlink to the HUD HCS System. Enter your unique User Name and
password and then click the <OK> button or press <ENTER>.

Connect to entp.hud.gov E

=
o b

The server entp.hud.gov at requires a username and
password.

User name: € >
Password:

[ |Remember my password

| ok || concel

Figure 1. All Users — HCS Login screen.

Depending on your access level, you will see different options in the upper menu screen. Only options
you have been authorized to access will be presented.

If you have difficulty logging on to the system, it is mostly due to a problem with resetting the
password. To ensure proper accessing procedures, check the following steps:

1. Open a new Microsoft Internet Explorer Browser

2. Do not bookmark the login in screen. You can bookmark the page with the login link.

3. Do not use the back arrow to re-initiate the login screen

If you still cannot log in successfully in HCS the most likely problem involves the password.
» Agency users should contact their assigned HUD representative for assistance.
» HUD users should contact their HCS manager for assistance.

HUD and Agency Users may also contact HUD National Help Desk and request password reset.

3.2 System Menu

The main System Menu for HCS consists of the functions listed below. A user’s access to any of these
particular functions is determined by their user level. Not all users will have access to all functions.
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» Home — will return you to the main HCS Home Page

» Agency: Allows you to perform a search for agencies, counselor and client information, as well
as add a new agency

» HUD-9902: takes you to 9902 Reporting Options, Data Reporting Status Inquiry, and Analysis
Reporting Inquiry

» Grants — takes you to the Grants Application Process as well as Scoring, Final Scoring for
Primary, Recommended Awards Calculation, and Input Awards. NOTE — Sub-allocation and
Grant draw down tools are linked here.

» User: Provides user information and allows managing users.

» Management: takes you to the management functions including Export Data Functions, Agency

Reporting Module, Funding Allocations, Change Office Defaults
» Reports: Provides reports for Application Progress Status, Application Score Status, Awards
Recommendation, Awards Report, Awards Report by Agency, Office, and State, Funding Report
Search, Reviewers Report and Final Report, and the Application Number Reference
» Export: Allows you to export data ranging from Agency Award/No Award Letters, Agency Name
Check Review, Application Data, Congressional Report Data, Draw Down Report Processing,
Funding Aggregate Report, HUD-1044, IRS Delinquent Data, List of Awardees, Procurement
Accounting Data, Public Affairs Report
Reports: Prompts you to archived data that is beyond the current and preceding year
Grant Fiscal Year — Allows the user to search various fiscal years through dropdown options
Logout — Logs you off the system and takes you to the www.hud.gov web page
Change Password — This prompts you to a screen to change your password

VVVY

Wednesday, April 07, 2010

HOME AGENRCY HUD-9902 GRANTS USER MARAGEMENT REPORTS EXPORT HCS ARCHVE

Figure 2. All Users — HCS Home Page — Menu screen.
3.3 Changing User ID and Password
Users must contact their HUD Manager in order to change User ID and Password

To reset the password, simply click the ‘Change Password’ button. After you are logged into the system,
you can click the change password link at any time, to change your HCS password.

HOME AGENCY HUD-9902 INPUT AWARDS  SUBMISSION VERIFICATION  CMS MANAGEMENT

MX1639 / Katie Taylor
User

United States Department of Housing and Urban Development

Figure 3. All Users — HCS Home Page — Agency User screen.

The system will load the change password screen.
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Change Password

Mew Fasamord must

Contain 6 to 8 characters.

Contain at least ane upper casze letter.
Contain at least one lomer case letter.
Contain at least ane number.

Mot begin with a =ero.

2ld Passwaord:

Mew Password:

Retype Mew Password:

Figure 4. All Users — HCS Home Page — Change Password screen.

o Old Password: Your existing password (i.e. the password that has expired or the default
password that your Administrator assigned to you).

o New Password: A new password of your choice. Your password must be between 6 and 8
characters. Please ensure your password abides by the following rules: It must have at least
one special character (@, #, $, or %), and at least one lowercase letter; capital letter; and
number. After you enter the system password, you will be prompted to change it to a unique
password every 21 days. If you do not use the system after 90 days, your login will become
inactive, and the Administrator will need to reset your login and password.

Retype New Password: Your new password of 6 to 8 characters; it must be the same password that
you entered into the New Password field.

3.4 Exit System

To log out of the system Click the “Logout” hyperlink located in the top right corner.

‘ | MX0213/Tracy Smith|Logout|Change Password

Figure 5. All Users — HCS Home Page — Exit Menu.

This will log you out of the system and take you to the www.hud.gov web page.
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4.0 USING THE SYSTEM ONLINE

This chapter contains a detailed description of all HCS system functions. The current HCS system design
has five kinds of users. They are: Agency Users, HUD Reviewers, HUD GTRs, HUD Office Managers,
and HUD Program Managers.

HCS provides HUD Housing Counseling Agency users the ability to:
e Submit HUD-9902 forms

Submit Agency information

View Verification of Submissions

Validate agency information

View sub-agencies’ information

HUD Reviewers role allows HUD HCS users to conduct grant applications review with rights to:
e View assigned Grant Applications
e Score assigned Grant Applications
e View Reviewers Reports

The HUD GTR role within HCS provides the GTR with the ability to oversee the business process of the
HUD-9902 submission process as well as the Grants Process. They have the access rights and capabilities
of an Agency User as well as the capability to review the Grants Process. The GTR is responsible for
entering HUD control data in their assigned agency’s profiles. Within HCS, the HUD GTR has the ability
to:

e Submit/Review HUD-9902 forms

e Submit/Review Agency information

e Enter the Grant Processing section of HCS to:

o View Funding Allocations
Setup Grant Applications
Score Grant Applications
Calculate Recommended Awards
Input Awards and Sub-Allocations
o View Reports

e View ARM Submission Information

O O O O

The HUD Office Manager’s role within HCS also provides the ability to oversee the business process of
the HUD-9902 submissions and the Grants Process. In addition to the rights and capabilities of the HUD
GTR, the Office Manager also has the capability to view User Information and perform some
Management Functions. Within HCS, the HUD Office Manager has the ability to:

e Submit/Review HUD-9902 forms

e Submit/Review Agency information

e Enter the Grant Processing section of HCS to:

o View Funding Allocations

Setup Grant Applications
Score Grant Applications
Calculate Recommended Awards
Input Awards and Sub-Allocations
View Reports
Export Grant information from HCS

O O O O O O
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e Manage some HCS User Information
e Perform some Management Functions

The HUD Program Manager’s role has full access rights to the HCS System.
Within HCS, the HUD Program Manager has the ability to:

e Submit/Review HUD-9902 forms

e Submit/Review Agency information

e Enter the Grant Processing section of HCS to:

o View Funding Allocations
Setup Grant Applications
Score Grant Applications
Calculate Recommended Awards
Input Awards and Sub-Allocations
View Reports
o Export Grant information from HCS

e Manage all HCS User Information
e Perform all Management Functions

O O O O O

The sections below provide detailed instructions on how each of the five types of HCS users can perform
system functions.
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5.0 AGENCY USER

In the HCS system, an Agency User is someone who belongs to an agency participating in the Housing
Counseling Program but not affiliated with the Federal government. These Agency Users can:
e View and Edit Agency Information
Submit HUD-9902 Forms
View Input Awards (Only available for Parent Agency Users)
View Submission Verifications
Access CMS Management

Upon logging into the system as an Agency User, you will see the following screen:

HOME AGENCY HUD-9902 INPUT AWARDS  SUBMISSION VERIFICATION — CMS MANAGEMENT

MX1639 / Katie Taylor
User

United States Department of Housing and Urban Development

Figure 6. AU — HCS Home Page — Agency User screen.
If your agency has sub-agencies you will see a link to Input Awards.

The next sections explain how to use the functions while logged into the HCS System as an Agency User.

Note: Some Agency Users, who have sub-agencies under them, can search for, and edit all of the 9902
forms and agency profiles for their associated agencies. If you are an Agency User with other associated
sub-agencies reporting to you, please see Section 5.2.1. for directions on how to search for and edit HUD-
9902 forms and Agency Information (Agency Profiles).

5.1 Agency

Agency Information is important contact and reference information that uniquely identifies your agency.
In the HCS system, the agency information is stored in an Agency Profile. As an Agency User, you can
enter and edit your own agency profile. Agency information is the foundation of the Housing Counseling
System. To maintain the accuracy of HCS information, it is essential that the agency profile information
is always accurate and updated.

5.1.1 Agency Search

Below are steps on how to enter and/or edit your agency information.

1. From the top navigation menu, click the Agency hyperlink. Your Agency Summary screen
appears. You can also access this from the Agency Search sub-menu option.
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2. Click the dropdown box to select the fiscal year you wish to search for, and click Go button.

Agency Search

Select the fiscal year you wish to search: | 2010 + | |Go

Figure 7.A. AU — Agency: Agency Search

3. The Agency Search for FY 20XX screen appears. From here you will be able to perform a Basic
Search, or perform an Advanced Search. To go to the Advanced Search click the Go to advanced

agency search hyperlink.

4. On the Agency Search page, the following listed search criteria have multiple selection enabled
controls. Users can Click the field to display choices and select multiple items, or select one field
to search. You can also enter values with comma to delimit list of values.

Agency Information

HUD Office & GTR

Agency Location

Agency Type & Services

Agency Status & Validation

Grant & 9902 Information

P00 oTw

5. Fill out the form and click the Search button. The Agency List screen appears.

Note: Contingent on your Agency, you will be able to access multiple Agencies, or only your own. A
Parent Agency User will be able to access the information for their Agency and the Sub-Agencies
associated with them. Once you have decided on Agency, click Search to retrieve your results.

Agency Search for FY 2010

Search for Agencies using criteria below. To select multiple values hold Ctrl or shift key
while clicking on various values. You can also type list of values divided by comma.

*Agency ID

Agency Name

Go to advanced agency search

Figure 7.B. AU — Agency: Basic Agency Search for FY 20XX
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Advanced Agency Search for FY 2010

Back to simple agency search

Search for Agencies using criteria below. To select multiple values hold Ctrl or shift key while clicking on various values. You can also type list of values divided

by comma.
Search
Where do you want to search? | Assigned Area ¥ | Assigned Area - results are editable; HUD Wide read only
* | = Search by Agency Information
= Agency ID| Agency Name |
Sub-Agencies List of Parent
Agency
s
Has Sub-Agencies Submis(s:iﬂﬂ |
* | = Search by HUD Office and GTR
* HUD Office |
GTR Assigned GTR Name | V|

* | = Search by Agency Location

l | e I R

* | = Search by Agency Type and Services
= Agency Type| ‘ * Counseling Services Provided| ‘

* | ~ search by Agency Status and Validation

= Status| | Validated

Last Update - -
Date Between| \ and| |
. . - -
Validated Date Validated Date Between| I8 and| &
Active Status Expiration days after today's Active Status - -
Expiration iy l:l dste  Expired or will BEtween t ar‘ld| t

Expire Previous dates shows agencies that already expired; future dates
shows agencies about to expire.
* | ~ search by Agency Grant and 9902 Information
* You must select 9902 report period when you selected "ves" or Delinguent in

Submitted 9502 "Mo" from submitted 9902 Federal Debt

HUD 9902 Report Period

Individual 9902 Submission
Required

Applied for Grant

Grant Funded Last
Year

* Grant Type

*You must select "Grant Funded Last Year" when you selected "Grant Type"

| Search | | Clear the Search Criteria |

Figure 7.C. AU — Agency: Agency Search for FY 20XX
Note: Provided below is an example of an Agency List Search result.
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Agency List

1 Agency(s) Found

* Fiscal Year:2010

Search Criteria: | ... 7. 80364

| Agency Spreadsheet |

Select: All, None

Agency Last Last Edit
Agency ID Agency Name Address State e Updated e

[] 80364 CENTRAL FLORIDA URBAN LEAGUE, INC. 38“”;5‘;'“ 2w FL LHCA 04/29/2010  HOD939

Figure 8. AU — Agency: Agency List
6. If you want to export the agency list to an Excel spreadsheet, Click the Agency Spreadsheet
button. The File Download dialog box appears.

7. Select to either Open or Save the file and then return to Agency List screen.

[= &

File Download X

Do you want to open or save this file?

@ j Mame: agency.xls
Hl Type: Microsoft Excel Worksheet

From: 10.1,1.126

Open ] [ Save ] [ Cancel

Always azk before opening this type of file

harm your computer. If you do not trust the source, do not open or

@ While filez from the Internet can be useful, some files can potentially
gave this file. 'What's the righ?

— |
Figure 9. AU — Agency: Agency List File Download Dialog Box.

To view more information about or to update data of an agency listed in the Agency List page, click the
agency’s name hyperlink in the Agency Name column. The Agency Summary screen for that agency
appears.

8. From the Agency Summary screen, you have six tabs to choose from to view more detailed
information regarding that specific agency. You can view information on:

a. Agency Summary
b. Agency Information
c. Personnel

d. Contact Information
e. HUD Affiliation

f.

Counselor/Client

Note: You will be able to edit some information found in these tabs; however the edit function is not
available in all fields.
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_ Agency Information  Persennel  ContactInfermation HUD Affiliatien  Counselor/Client
ATLANTA URBAN LEAGUE, INC.
Acknowledgment Performance Review
&gency ID: B0249 Agency Typ=: LHCA Flzcal Year: 2010 Status : Approved
Faremt Name: MATIONAL URBAN LEAGLE Mai Schedule Raves MUT Dat= 0471272042
Far=nt ID: B1839 Farent Typs: Natlonal Intermediary
Agency Sarvices Begin: 10729/ 2004
TME: yes
HUD-22902 Submission Summary for Last FY
DataTi t 1 Validati Quarter 4 submission status
Last Dats Input By: H15584 10/28/2009 \/
Last Data Input Date:  O1,25/2010
Last validatad By: MXD249 o
Lt valdated Dete:  04,/14/2010 HUD-22902 Submission Summary for Current FY
Mext Valldation MLT Data: [0471472010) Quarter 1 submission status
01/25/2010 v
Essential Contacts Quarter 2 sunmisslon status
HUD Agency Caontact: \/ 05/03/2010 LATE
HUD BDC Enane: v Quartsr 3 SUDMiSSN STETUS
un SoC Eman: v access ‘§302 L
Quarter & SUDT SO0 SINIUS
TR assignez: W acoess §502 s
Clients & Counselars HUD Grant Award - No funds requested for this FY
Counsaiors Clients
Projactad far FY: o
Darianag in $302: o -
Senarted : o o (Sub-)Allocation for Current FY
Grant Type Current Grant Funding
Public Accass Selection COoOMP £29,527.88
HUD wen Zn W HUD VR W LORC $4,166.66
Total Funding: 33,69452
Public Services Information
Agency Address: \/
Agency Wah Sre: W
Ag=ncy Emall: W
IVA Posting: J
Wiab List Posting: \/
Counsaling Sarvices \/
angusges: W

Figure 10.A. AU — Agency: Agency Summary

9. Under the Agency Information you are able to alter the following:

a. Click an agency designation in the Agency Designations field. Your choices include:
Faith Based, Colonias, and Migrant Worker.

b. If your agency is delinquent in federal debt, click Yes in the Delinquent in Federal
Debt? field.

c. Enter your federal tax ID number in the Federal Tax ID Number (TIN) field.

d. Enter your agency’s Dun & Bradstreet number (DUNS) number in the DUNS Number
field.

e. In the Additional Languages Provided, please select which other languages your
agency supports.

Note: The following information in 10 — 12 reflects your agency office information and will be used to

post on the HUD web site for the public to reference. Therefore, do not enter private information you do
not what the public to know.
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Agency Summary Personnel Contact Information HUD Affiliation Counselor/Client

[ validated?
Agency 1D: 80249 . . P —
Ay Last Validated on 01/14/2010 (Next Validation Required by 04/14/2010)

Agency Name: ATLANTA URBAN LEAGUE, INC.
Agency Designations
[ Faith Base [ colonias [ migrant Workers

Number of Counselors: D Number of Projected Clients: D
Housing Counseling Services Provided as of:

10/29/2004 |17

Delinquent in Federal Debt? [ Yes DUNS Number:
Federal Tax ID Number (TIN): 010115293

N For information about obtaining a DUMNS number, please refer to
- 0593386 http://smallbusiness.dnb.com or call 866-705-5711
Education/Group Sessions

Session Title Session Date Attendees

Additional Languages Provided:

[ Arabic [IFrench [JPortuguese [“1English [JHmong
[Jcambodian I Hindi [JRussian [Ispanish [creole
Ocantonese Oindonesian O swahili OFarsi [ others
O chinese Mandarin Okorean O Turkish OUkrainian

Oczech Orolish Ovietnamese OasL

Figure 10.B. AU — Agency: Agency Information

10. Under the Personnel tab, you will need to input/alter the following information:
a. Enter your Agency Manager, which will include their Business Title, Full Name, and
Cell Phone Number.
b. Enter your Agency Senior Executive, which will include their Business Title, Full
Name, and Cell Phone Number.
c. Enter your Agency Contact for HUD Use, which will include their Business Title, Full
Name, Cell Phone Number, and Email address.

HCS User’s Manual Page 5-6




5.0 Agency User

Agency Summary Agency Information - Contact Information HUD Affiliation Counselor/Client

Agency 1D: 80249 ] O validated?
Last Validated on 01142010 (Next Validation Reguired by 04/14/2010)

Agency Name: ATLANTA URBAN LEAGUE, INC.

Agency Manager:

Salutation Business Title |HUD Contact -

Agency Manager's Cell Phone Number:

404 - 217 9983

Agency Senior Executive:
Salutation: Business Title: HUD Contact b

First Name: |Nancy Flake Johnson | Last Name: Pres-CEDQ

*(Last Nams)

Agency Senior Executive Phone:

404 - |658 1150 6575
Agency Contact for HUD Use

Salutation: Business Title: HUD Contact w

First Name: |5harrun | Last Name: Kelly

Agency POC Phone:

404 - |659 1150 6578
Agency POC Email:
skelly@atlul.org
Lok [ cancel |

Figure 10.C. AU — Agency: Personnel

11. Under the Contact Information you will need to input/alter the following:
a. Enter your agency’s physical location address (including city and zip code) in the
Address, City, and Zip fields. Do not enter your mailing address if different.
b. Enter your agency’s phone number, fax, and e-mail address in the Phone, Fax, and
Email fields.
Enter your agency’s Web site address in the Web URL field.
d. If your agency has a toll free phone number, enter it in the Toll Free Phone field.

134
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Agency Summary

Ehysical address:

Agency ID: 80249

Agency Name: ATLANTA URBAN LEAGUE, INC.

Agency Information Personnel _ HUD Affiliation Counselor/Client
[ validated?

Last Validated on 01/14/2010 (Mext Validation Required by 04/14/2010)

|1DD Edgewood Ave NE Ste 600

City: | Atianta

State: Georgia

|
|
| 2
|

O Please checkthe box ifagency mailing address is the same of

Mziling addrass:

agency physical address

|1DD Edgewood Ave NE Ste 600

State: Georgia

Zip:  |30303-3066

I City: | Atlanta
|
|

Agency Contact:
Phone:

Fax:

a4 |-[ese

| [11s0 | [es78 | [s04  |-[esa | [s771

Toll Free Phona:

Email:

Web URL:

zkelly@atlul.org

| |htt|:| Jweews atlulorg

-

12. Under the
a.

b.
C.

Figure 10.D. AU — Agency: Contact Information

HUD Affiliation the following information is all edited by your assigned GTR:

In the Types of Counseling Services box, notify your HUD contact to enter all of the
types of counseling services that your agency offers.

Scroll down to view the next section of the form.

In the Zip Code Affiliations box, the default zip code associated with your agency is
listed. Note: To add additional zip code affiliations serviced by your agency, please
request through your GTR.

In the State Affiliation area, your agency’s default state affiliation is listed. Note: To
add additional state affiliations serviced by your agency, please request through your
GTR.

If you want to validate the information entered in this form, click the Validated? Box
found in the upper right corner of this screen. Below this box, it lists when this form
was last validated, and the date it must be validated by in the future. Validation must
be conducted within the timeframe stated on the profile page.

Public Display Options is another option that is edited through your HUD Office
GTR.
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AgencySummary  AgencyInformstion  Personnel  Contactlnformation | HUD Afliation Counsslor/Clisnt

Status: Approved AsOR01/12/2010 Up To: 01/12/2012

HUD Office GTR: Canni Pertzst

HUD Office assigned to: Atlantz [HOC)

T of Servio=s:
DFC - Maortgage Delingumnsy 2nd Default Reschution Counszling DRC - Mcobility and Relzcation Courssling
FHA - Fair Housing fAesistarce HEC - Home Equity Corversion Mortgage Counzeling
HEF - Homebuysr Education Frograms HIR - Home Improvemert 2nd Rehabilitstion Courseling
HOM - S=rvices for Homeless LM - Loss Mitigation
MDM - Money Debt Manage=ment MOI - Marketing and Outreach Initisthees
FC - Prepurchaz= Counseling FPC - Postpurchase Counssling
PRL - Predatory Lending RC - Renters Assistance:

fad st otenripiGads

Figure 10.E. AU — Agency: Agency HUD Affiliation.

13. Under the Counselor/Client tab, you will be prompted to a list of counselors that are under each
specific agency. From this tab, you can also perform a Counselor search, Add Counselor, and
perform a Client search.

14. Provided below is the screen that you will be prompted to for Counselor Search. This is further
explained in Section 5.2.2.

The agency "GREENPATH INC." has 2 counselors and provides housing counseling services for over 0 clients.

Counselor search | Add Counselor | Client search

Figure 10.F. AU — Agency: Agency Counselor/Client.

15. To add a new counselor, click the Add Counselor hyperlink, and you will be prompted to a form
which needs to be completed prior to officially adding that counselor. An example of this is
provided below. Once you have completed the necessary fields, click Add New to save this
counselor, or Clear, to erase previously input data.
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r |

Counselor Panel

Counselor Search _ Training Search

Add A New Counselor

* required field

Counselor First Name™: l:l
Counselor Middle Initial: l:l
Counselor Last Name™: l:l
-
Employment Start Date™: l:ll“

Figure 10.G. AU — Agency: Agency Add Counselor.

16. To perform a Counselor Training Search, click the Training Search hyperlink, and you will be
prompted to a search which will allow you to narrow down your results. An example of this is
provided below. Once you have completed your criteria, click Search to retrieve results, or Clear
to erase previously input data.

Counselor Panel

Counselor Search  Add Counselor _

Counselor Training Search

Fiscal Year:

Last Name: |

CMS Counselor ID: |

|
First Name: | |
|
|

Agency ID: |

Parent Agency ID: |
. -
Last Training Date as of: I:Il“
HECM Certified:
Clear

Figure 10.H.1. AU — Agency: Agency Training Search.
17. By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.
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2]

Counselor Panel

Counselor Search  Add Counselor _

Total 3 training records in fiscal year 2010

| Print The List || Excel Format |

Cases Unassigned 80640 Santa Ana (HOC) 11/01/2009

loa Ramon 80439 Philadelphia (HOC) 07/10/1988

last COMS admin 1 goooz Atlanta (HOC) 05/01/2009
SEARCH AGAIN

Figure 10.H.2. AU — Agency: Training Search Results.

18. If you desire to update this profile, edit the information you desire and click Update info to save
those changes, or Clear to remove that information.

Counselar Search Add Counselor Training Search _

Counselor Profile

* required field

First Name*: |Facilitator

Middle Init:

Last Name*: |\Workshop

CMS Counselor ID: 122
Agency ID: 80727
Agency Name: CONSUMER CREDIT COUNSELING SERVICE
Agency Type: LHCA
Last Training Date: 01/01/2010

Employment Start Date*: |01/26/2010

Employment End Date:

i

_
k2
_
k2

[l

HECM Certified:

Counselor Training Info

Mew Counselor Training 01/01/2010 Other CCCS of LSS in S0

Figure 10.H.3. AU — Agency: Agency Counselor/Client — Training Search — Counselor Profile.

19. If you want to associate sub-agencies with your agency, click Sub-Agency(s). The Select Sub-
Offices for (Agency Name) screen appears.

20. In the Available column, select the sub-agencies you would like to assign to your agency. Press
Shift and click the mouse to select multiple offices in a row, or press Ctrl and click the mouse to
select more than one individual office at a time.

21. Click Assign Agency(s) to move your selected sub-agencies to the Assigned box. Or, to remove

sub-agencies from the Assigned box, click Remove Agency(s) to move the sub-agencies back to
the Available box.
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Select Sub-Offices for CATHOLIC CHARITIES BUREAU

Available

&3861, ACCEL, Farmington Hills, Ml {Branch Local Ages
82837, ACCESS, Oak Park, MI (Branch Local Ag il

B 444 AMERICAN CREDIT "‘C)UNSELDRS Chiristi

53::): ASIAN Al. ERI..,ANS FOR EQUALITY, Flusl h

s, CA (Branch Local Agency)
CATHOLIC CHARITIES, Indio, CA Ergr

. CATHOLIC CHARITIES, Ontario, ...A {Br:

50822, CATHOLIC CHARITIES, Morens Valley, CA Brgr h Lo.,,m gency) st
Assign Agency(s) ] [ Remove Agency(s) ]
Assigned

Figure 10.1.1. AU — Agency: Select Sub-Offices

22. To cancel these sub-agencies, click Cancel. To save these changes to the sub-agencies, click
Submit and a confirmation message appears (see below); then click Close.

Sub-Agencies have been Updated

Close

Figure 10.1.2. AU — Agency: Sub-Agencies Updated Confirmation Message

23. If you are finished viewing/editing/entering your agency profile, click OK. If you do not want to
save your changes, click Cancel.

You have now finished viewing/editing/entering your agency profile.

5.1.1.1 Agency Status

APPROVED — LHCA & Intermediaries

Agencies that applied and was approved to participate in HUD’s SF Housing Counseling program
and have a HUD-Approved certificate are the only agencies to have the Approved status.

PARTICIPATING — SHFA & Sub-Agencies

An agency that is participating in HUD’s SF Housing Counseling program on behalf of their
relationship with an Approved organization has Participating status. SHFA are approved by their
State and HUD recognizes them and allows SHFA to participate in HUD’s program as a courtesy.
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Sub-agencies belonging to a HUD-Approved agency (LHCA & Intermediary) are participants in the
program so long as their parent organization remains Approved.

CONDITIONAL — All Agencies

Agencies maintain a Conditional status for a limited time until they satisfy a condition to be
Approved or Participating. The most applied situation is from the results of a recent BPR that an
agency must make corrections to deficiencies discovered during their Review. If an agency does not
attain an Approved or Participating status at the end of the Conditional period, HCS converts their
status to the appropriate Terminated status.

INACTIVE — All Agencies

Agencies that are no longer participating in the program but require access to HCS to complete their
9902 reports or update their records have the Inactive Status. The agency’s contact and counseling
information is not made publicly available through any of HUD’s systems or programs to reflect their
non-participatory status with the SF Housing Counseling Program. The agency’s profile is dormant
until their last action is complete.

TERMINATED (DISAPPROVED) — LHCA & Intermediaries
An Approved agency that drops out of the program and no longer participates in the program is
terminated. Access to HCS is denied and their profiles are dormant.

TERMINATED (NON-PARTICIPATING) — SHFA & Sub-Agencies

Any SHFA that drops out of the program and no longer participating in the program is terminated. All
sub-agencies of a Terminated (Disapproved) agency are terminated from the program. Access to HCS
is denied and their profiles are dormant.

STATUS DURATIONS
Agency’s status can be changed any time depending upon their situation. Generally, however, the system
recognizes the following durations for each status.

APPROVED

LHCA = 2 Calendar Years. LHCA will renew their 2 year Approval status on the date of their
renewal.

INTERMEDIARIES = Fiscal Year (FY). Generally Intermediaries operate under a HUD Grant. Their
approval is therefore based on the fiscal year, to better track their duration under the grant.

PARTICIPATING

SHFA = opened. SHFA do not have a preset termination date so their Participating status remains
open indefinitely. The system does allow fix 2, 3, or 5 years settings if desired or an ending date can
be manually entered.

Sub-Agencies’ durations are the same as that of their Parent Agency. Sub-Agencies maintain the
same status and duration as that of their parent agency’s status. Individual sub-agency statuses can be
down-graded if their circumstance warrants it. Their statuses however cannot be extended beyond that
of their parent’s status. Keep in mind that LHCA that are temporary affiliate to Intermediary
maintains their Approval status independently regardless of the Intermediary’s status change.

CONDITIONAL
Settings = 15, 30, 45, 60, 90, & 120 days. Conditional is a temporary reprieve to maintain their
Approved or Participating status until their condition is corrected. If the conditions required to be
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Approved or Participating are not satisfied, the status changes at the end of their end date to
Terminated.

INACTIVE

Settings = 15, 30, 45, 60, 90, & 120 days. Inactive is a temporary status to allow an agency to access
HCS to complete unfinished records or make data entry in their files. Another reason for an agency to
be inactive is that their counselors left the agency and agency becomes Inactive until they hire
replacement counselors. At the end of the status period, the status changes automatically to
Terminated unless a HUD user manually upgrades their status.

TERMINATED (Disapproved & Nonparticipating)
Setting is open until a HUD responsible person manually changes the status.

STATUS CHANGES
AUTOMATIC STATUS CHANGES
Unless a HUD user manually changes the status, HCS will make the following changes to ensure no
agencies remains in a non-terminated status indefinitely.

Approved end date changes the status to Conditional for 30-days. This allows HUD users time to
make adjustments to correctly update the agency status.

Participating status for SHFA that exceeds the end date converts to Conditional for 30-days for the
same reason as above.

Conditional end date converts the status to Terminated. During conditional status the HUD user had
enough time to update the agency’s status if warranted. Ignoring the Conditional status implies the
condition was not satisfied and the agency should be terminated from the program.

Inactive end date converts the status to Terminated. The system assumes that the agency is not
coming back to the program and terminates their participation. If the agency is to be re-activated, a
HUD user manually changes the agency’s status.

Sub-Agencies are connected to their parent agency’s status. This relieves the HUD user from resetting
individual agencies. Individual sub-agencies can always be downgraded when warranted.

5.1.2 Counselor Information

1. From the upper navigation menu, scroll over the Agency hyperlink, and select the Counselor
Information button.

2. Once you have completed your criteria, click Search to retrieve results, or Clear to erase
previously input data.
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_ Add Counselor Training Search

Counselor Search

Fiscal Year:

Counselor First Name: |

Counselor Last Name: |

CMS Counselor ID: |

Agency ID @ |

HECM Certified:

Paosition: |

HUD Office: |

Parent Agency ID: |

Client First Name: |

Client Last Name: |

Client Case Number: |

Client HECM Certificate Number: |

Figure 11.A. AU — Agency: Agency Counselor Search

3. Once you have retrieved your search results, you are able to access counselor information by
clicking the hyperlink found under the Last Name column.

| Print The List || Excel Format |

Denver (HOC)
Atlanta (HOC)
Atlanta (HOC)
Atlanta (HOC)
Denver (HOC)
Denver (HOC
Denver (HOC
Denver (HOC
Denver (HOC
Denver (HOC)
Fhiladelphia (HOC)
Philadelphia (HOC)
Fhiladelphia (HOC)
Philadelphia (HOC)
Atlanta (HOC)
Atlanta (HOC)
Atlanta (HOC)
Atlanta (HOC)
Atlanta (HOC)
Atlanta (HOC)
Atlanta (HOC)
Denver (HOC)
Philadelphia (HOC)
Fhiladelphia (HOC)
Philadelphia (HOC)
Fhiladelphia (HOC)
Atlanta (HOC)
Atlanta (HOC)

)
)
)
)

Total 49 records in fiscal year 2010

Alvarez Deidre 84605
Bond Rosalind 81898
Bond Rosalind 81898
Bond Rosalind 81898
Erian Suszan 84605
Brian Susan 84605
Brian Susan 84605
Brian Susan 84605
Brian Susan 84605
Brian Susan 84605
Brown Linda 31147
Brown Linda 81147
Brown Linda 81147
Brown Linda 81147
Da vis Wanda 80057
DCa vis Wanda 80057
Da vis Wanda 80057
Dailey Kayevonne 81982
David Beverly 83057
David Beverly 83057
David Beverly 83057
Doss Theresa 84616
Ezzell Lynne 80373
Frazier-Merritt Louisa 80373
Ganzenmuller Diana 80373
Ganzenmuller Diana 80373
Harris Kenetria 83057
Harris Kenitria 83057

Figure 11.B. AU — Agency: Agency Counselor Results
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4. Once you have selected the Counselor you would like to access, you are able to edit the
information provided below. Once you have edited your desired information click Update info to
save changes, or Clear, to delete information.

a. First Name

b. Middle Initial

c. Last Name

d. Employee Start Date
e. Employee End Date

Counselor Search

-
Add Counselar  Training Search ( Counselor Profile

* required field

First Name™*:
Middle Init:

Last Name*:

CMS Counselor 1D:
Agency 1D:

Agency Name:
Agency Type:

Last Training Date:

Employment Start Date*:
Employment End Date:
HECM Certified:

Counselor Profile

Hasgan

Abdillahi

84790
TWIN CITIES HABITAT FOR HUMANITY
LHCA

021042008

Mo

Update info Clear

Counselor Training Info

Training Title: Training Date: Training Organization: Other Training Organization: Training Sponsor:

Figure 11.C. AU — Agency: Agency Counselor/Client Counselor Profile

5.1.3

1. From the upper navigation menu, scroll over the Agency hyperlink, and select the Client
Information button.

Client Information

2. Enter the criteria you would like to specify for your search, and once you have done so, click
Search to retrieve those results, or Clear to erase the data you had input.

Note: You will only retrieve results if there are clients associated with your Agency.
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Client Search

** Tn select multiple values at once hold the Ctrl or Shift key while clicking on various iterns

Fiscal Year:

Case Number: |

client 10: |

Client First Name: |

Client Last Name: |

A
Alaska =
* .
Sl Alabarna
Arkansas ]

CMS Counselar 1D : | |

Counselor First Mame: | |

Counselar Last Name:| |

Case Completed:

Agency ID: | |

|
Dowen Payment Assistance |
* . =
HUD Funded: Home Ownership Youcher
Mot Applicable L
Loozmfo
Race: | V|
- ]
o |2 < 50% of Area Median Income (AMI) E|
Ineame Group: | e 7ge; of AMI -
c. 80 - 100% of Abl iel|

)
a. Pre-Purchase Homebuoyer Education ]|
b. Financial Literacy
c. Resolve or Prevent Mortgage Delinguency &)

**workshop/Seminar:

Service category: | v|

Service Outcome:
HECM Certified:

Client HECM Certificate Number: | |

HCS User’s Manual

Figure 12.A. AU — Agency: Client Information — Search

3. Provided below is an example of the search results retrieved while performing a counselor search.

4. To view further information on a counselor, click the hyperlink found in the Last Name column.

By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.
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F |

Counselor Panel

_ Add Counselor Training Search

Total 2 records in fiscal year 2009

Curry Ashley 12345678 80000 Fhiladelphia (HOC)
Waxer David 12345679 80000 Philadelphia (HOC)

| Print The List || Excel Format |

Figure 12.B. AU — Agency: Counselor Search

5. If you desire to update this profile, edit the information you desire and click Update Profile to
save those changes, or Clear to remove that information.

Counselor Search Add Counselor Training Search _

Counselor Profile

* required field

Middle Init: | |
Last Name*: |Abdillahi

CMS Counselor ID:
Agency ID: 84790
Agency Name: TWIN CITIES HABITAT FOR HUMANITY
Agency Type: LHCA
Last Training Date:

Employment Start Date*: |02/04/2008 f“-
-

Employment End Date: !

H

HECM Certified: No

Counselor Training Info

Figure 12.C. AU Agency: Agency Counselor Information Profile

5.2 HUD-9902

All agencies, except Branch-LHCA, are required to submit quarterly reports accumulating client data to
the final annual report each fiscal year. Any agency with an active status of Approved, Participating, or
Conditional, must submit a report covering the period of their active status. Agencies that did not receive
a HUD grant will automatically have HUD Client column set to zero. Agencies awarded a HUD grant
will provide their total budget to allow the 9902 report to automatically calculate the HUD client numbers
based on their budget/grant ratio. This calculation makes an assumption and may not reflect actual
numbers. Agencies will input their actual figures in their logic model. HUD will compare the 9902 and
logic values for analysis.

The HUD-9902 Processing feature provides two sections. The Tracking section is used by both agency
and HUD users to monitor the submission process of agencies submitting their required reports. The
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Analysis section is being enhanced and will allow analysis of the data submitted to assist in the
performance of the program. Review of an agency’s report can be accessed from either section.

This HUD Fiscal Year Activity Report enables a HUD-approved housing counseling agency to report
electronically all of its housing counseling activities and results for each quarter of a fiscal year. As an
Agency User, you can complete (and edit) your agency’s HUD-9902 form. Follow the steps below to
complete the HUD-9902 form for your agency.

5.2.1 HUD-9902 Form

1. From the upper navigation menu, click the HUD-9902 Processing hyperlink. The 9902 Data
Reporting Status Inquiry screen appears.

2. Select the appropriate Reporting Period and Fiscal Year, then click Continue.

9902 Data Reporting Status Inquiry

Select the fiscal year: | 2010 ¥ and reporting period:  Quarter 1 ¥ |yau wish to search

Continug

Figure 13. AU — HUD-9902: 9902 Data Reporting Status Inquiry screen.

3. This will prompt you to a search engine with various criteria to manipulate.

a.

b.

g.
h.

Agency ID — Allows you to extract information based on a particular Agency’s ID
number

GTR Name — Allows a search to be performed based off of a particular Government
Technical Officer

Agency Type — Allows a search to be made on an individual or multiple agency types
Grant Awardees — This enables you to narrow down your results based on whether an
agency was awarded a grant

Have Reported Individual 9902 — This enables you to narrow down your results based on
whether a particular Agency has individually reported their 9902

Reported on Time — Along the lines of the 9902, this helps in determining if it was
reported on time

Reported Data are Validated — Allows a search to be made on whether or not reported
data has been validated

CMS — Allows you to perform a search based on various Client Management Systems

4. Once you have selected the criteria for your search, you will click the Submit Inquiry button to
review your results. As an Agency User, you will only be able to view the HUD-9902 of your
Agency.
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Have Reported Individual 9902

Inquiry Scope All inguiries are confined to the agencies under your jurisdiction.

Agency ID
GTR Name
Agency Type

Grant Awardees

Reported On Time

Reported Data
Are Validated

CMS

w

This field allows multiple value entry. Click on the field to display choices and select item
or enter a comma delimited list of values.

Yes ¥

This field allows multiple value entry. Click on the field to display choices and select item
or enter a comma delimited list of values.

SUBMIT INQUIRY

Figure 14. AU — HUD-9902: 9902 Data Reporting Status Inquiry Search screen.

5. Once you click Submit Inquiry, your search result will appear. From here you can Click the
Agency Name to retrieve Agency Information as previously discussed in Section 5.2, or the 9902
icon under Details, which will prompt you to the HUD-9902 form.

80249

80196

80373

80103

835901

815982

80323

83502

81147

Agency ID

Agency Name

ATLANTA URBAN LEAGUE, INC.

EBIRMINGHAM URBAN LEAGUE,
INC.

BUFFALO URBAN LEAGUE, INC.

CHICAGO URBAN LEAGUE

COLUMBUS URBAN LEAGUE

FORT WAYMNE URBAN LEAGUE,
INC.

GREATER BALTIMORE URBAN
LEAGUE

GREATER PHOENIX URBAN
LEAGUE

GREATER WASHINGTON URBAN

38 agency(s) have Reported
for Quarter 4 of Fiscal Year 2009

Inquiry Criteria: » Reporting Period: Quarter 4
# Fizcal Year: 2009
# Have Reported 9902: Yes

Agency Type Agency Address Contact

100 Edgewood Ave NE Ste 600 404-658-1150-

LHCA 6578 HCS 9902
Atlanta, GA 30303-3066 el
1229 3rd Avenue North
LHCA PO Box 11269 205-328°0152  hes 9302
Birmingham, AL 35203
15 East Genesee St 716-854-7625
9802
s FErEE Buffalo, NY 14203-1405 716-854-8060 -0
4510 South Michigan &venue 773-285-1500 gap2
LHCA Chicage, 1L 60653-3898 773-285-0879 15

614-257-6300-
788 Mount Vernon Avenue 305 HCS 9902

Sub Grantee
Columbus, OH 43203 §14-372-2345

2135 5. Hanna St. 260-745-3100-33
9902
LHCA Fort Wayne, IN 46803 260-745-0405 HCS

410-523-8150-
247 HCS 9902
410-523-4022
602-254-5611-

106 HCS 9802
602-253-7359

512 Orchard 5t

Sub Grantee Baltimore, MD 21201-1947

1402 South Seventh Avenus

Sub Grantee Phoenix, AZ 85007

LEAGUE

2901 14th St NW 202-265-8200 o 2802

Sub Grantee L chington, DC 20009 202-265-8929

1 (5 e o o

Figure 15. AU — HUD-9902: 9902 Data Reporting Status Inquiry Search screen.

HCS User’s Manual

Provided below is an example of a 9902 form.
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Housing Counseling U.S. Department of Housing and OMB Appro\;a| MNo. 2502-0261
A Urban Development (Exp. 3/28/2009)
gency r
Activity R rt Office of Housing
ctivity Repo Federal Housing Commissioner
1. Counseling Agency Name 2. Reporting Period and Budget
Agency Name Reporting Period: Quarter 1 v
NORTHEAST DENVER HOUSING CENTER Fiscal Year. 2010
Agency ID: [80213 From: 10/01/2009
Agency Type: [LHCA [To: 12/31/2009
Address: [nitial Submission =
1735 Gaylord St Date: 01/27/2010
Denver, CO 80206-1208 Date Updated: 01/27/2010
Parent Agency Name(if applicable) [Total Annual Housing Counseling Program Budget, All Sources:
5l 214086.00]
igem"’ ITD' . HUD Funded Activity Ratio:
gency Type: 14.13% (0.1413)
\Validated: Yes Deadline for late submissions has been extended until 02/28/2010
Last Validated: 02/05/2010 Validated by: Gary Thacker
HUD-9902 Il HUD-9902 (Derived) | Logic Model
Cuunseling and
Al Comseing and | Ebee2ten
A "'t‘.:a.t'.“" Attributed to HUD
chivities Housing Counseling
Grant Funds
3. Ethnicity of Clients (select only one)
a. Hispanic 35 4.95
b. Not Hispanic 102 14 41
c. Chose not to respond 0 0
Section 3 Total: 137 19.36
4. Race of Clients
Single Race
a. American Indian/Alaskan Native 0 0
b. Asian 0 0
c. Black or African American 45 6.36
d. Native Hawaiian or Other Pacific Islander 0 0
e. White 52 7.35
Multi-Race
f. American Indian or Alaska Native and White 2 28
g. Asian and White 0 0
h. Black or African American and White ? 28
i. American Indian or Alaska Native and Black or African American 0 0
j. Other multiple race 1 14
k. Chose not to respond 35 4.95
Section 4 Total: 137 19.36
5. Income Levels
a. < 50% of Area Median Income (AMI) 34 43
b. 50 - 79% of AMI 40 565
c. 80 - 100% of AMI 52 7.35
d. > 100% AMI 11 155
e. Chose not to respond 0 0
Section 5 Total: 137 19.35
6. Clients Receiving Education/Group Sessions
a. Completed pre-purchase homebuyer education workshop | g 1.13
b. Completed financigl literacy workshop, including home financing, budgeting [ 0 0
and/or credit repair
c. Completed resolving or preventing mortgage delinquency workshop | 0] 0
d. Completed non-delinquency post-purchase workshop, including home |:| 0
maintenance and/or financial management for homeowners
e. Completed fair housing workshop 0 0
f. Completed predatory lending workshop 0 0
g. Completed rental workshop 0 0
h. Other workshop 0 0
Group Session / Section & Total: 8 1.13

HCS User’s Manual




5.0 Agency User

7. Numbers of Clients Counseled, by Purpose of Visit and Results
a. Seeking Pre-Purchase Homebuyer Counseling

1) Purchased housing
2) Client will be mortgage ready within 90 days

3) Client will be Mortgage Ready after 90 Days; entered debt management plan or
some other type of long-term financial plan to prepare for homeownership

4) Receiving long term pre-purchase counseling

5) Entered lease purchase program

6) Decided Not to purchase housing; no further effort to prepare needed
7) Withdrew from counseling

8) Other

Section 7a Sub-total: 1.98

b. Seeking Help with Resolving or Preventing Mortgage Delinguency
1) Brought mortgage current

2) Mortgage refinanced

3) Mortgage modified

4) Received second mortgage

5) Initiated forbearance agreement/repayment plan

6) Executed a deed-in-lieu

7) Sold property/chose alternative housing solution

8) Pre-forclosure sale

9) Mortgage foreclosed

10) Counseled and referred to another social service or emergency assistance
agency

11) Obtained partial claim loan from FHA lender

12) Bankruptcy

13) Entered debt management plan

14) Counseled and referred for legal assistance

15) Currently receiving foreclosure prevention/budget counseling

16) Withdrew from counseling

17) Other

DD_ADDU)_A_ADDDU"IDL- ;::::::I\J:::w|;|c:m
[==)

o
]
=
T
w0

=
=

@
o
o

Section 7b Sub-total:

|
-

10.89

c. Seeking Help with Home Maintenance and Financial Management for Homeowners
1) Obtained a Home Equity Conversion Mortgage (HECM)
2) Counseled on HECM; decided not to obtain mortgage
3) Obtained a non-FHA reverse mortgage

4) Received home equity or home improvement loan or other home repair
assistance

5) Received consumer loan (unsecured)

6) Mortgage refinanced

7} Counseled and referred to other social service agency
8) Sold house/chose alternative housing solution

9) Completed financial management/budget counseling
10) Completed home maintenance counseling

11) Counseled and utilities brought current

12) Counseled and referred for legal assistance

13) Currently receiving counseling

14) Withdrew from counseling

15) Other

4 38
71

o|lo|o|lo|o|o|o|eo|ojo| o

28
5.37

W w
-4 &1 =1 k=1 k=1 {=1 [=] [=/ [=} [=Y =1 k=] ol =

Section 7c Sub-total:
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or Maintaining Residence in Rental Housing

1) Received housing search assistance

2) Obtained temporary rental relief

3) Counseled and referred to agency with rental assistance program

4) Advised on recertification for HUD/other subsidy program

5) Counseled and referred to other social service agency

6) Counseled and referred to legal aid agency for fair housing assistance

7) Counseled and referred to legal aid agency for assistance with eviction

8) Found alternative rental housing

9) Decided to remain in current housing situation

10) Resolved issue in current tenancy

11) Entered debt management/repayment plan

12) Counseled and utilities brought current

13) Resolved security deposit dispute

14) Currently receiving counseling

15) Withdrew from counseling

16) Other

Section 7d Sub-total:

Iy =1 E=1| E=1 k=1 k=1 E=1/ =1 E=1| [=1 £=1| =1 k=1 k=1 [=1| =1 |f=]

ale|eee|e|e|e|le|la|e|e|e|e|e|e|e

le. Seeking Shelter or Services for the Homeless

1) Occupied emergency shelter

2) Occupied transitional housing

3) Occupied permanent housing with rental assistance

4) Occupied permanent housing without rental assistance

5) Counseled Referred to other social service agency

6) Remained homeless

7) Currently receiving counseling

8) Withdrew from counseling

9) Other

Section 7e Sub-total:

=g I=1(E=1 E=1| E=]( =1 k=1 E=1| =1 =]

aslo|lo|lo|jo|o|jo|lo|lo|o

Individual Counseling / Section 7 a-e Total:

=y
o]
w

18.24

Total Counseling / Section 6 and 7 Total:| 137

19.37

8. HUD Housing Counseling Grant{s)-5S ary Data

HUD Housing
Counseling Grant or
Sub-grant
Number/Source

Grant Type

HUD Housing
Counseling Grant

Amount

0821-019 COMP

$25.244.00

0823-018 LDRC

$5,000.00

Section 8 Totals:

$30,244.00

9. Authorization:

Input Official Agency Official

First Name: Tracy First Name:
Last Name: Smith Last Name:
Title: Title:
Phone: Phone:

Tracy
Smith
Agency Manager

Figure 16.A. AU: HUD-9902: HUD-9902 form.

PDF Version

6. Complete all possible fields. Steps 7-11 explain important aspects of the HUD-9902 form.

In the Counseling Agency Name & Address area, keep the following information in mind:
e Although the address shown may be modified on-line through the Agency Information page of
HCS, Housing Counseling Agencies should notify their respective HUD Homeownership Center

(HOC) of any address changes.
o Reference to HUD HOC offices can be found at::
http://www.hud.gov/offices/hsa/sfh/hoc/hsghocs.cfm
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Affiliates/branches are required to enter their Intermediary ID in the appropriate box on the
Agency Information page of HCS.

In the Reporting Period and Budget section, remember that this is an accumulating quarterly report.

All activities that took place from the first day of the fiscal year to the last day of the reporting
period should be included in the report. Quarter 4 Reporting Period is the same as an annual
report because it covers the entire fiscal year. Grant reporting period report are required for those
agencies who have a grant agreement with HUD and should specify the starting date and ending
date of the Grant reporting period.

Complete the Ethnicity of Clients, Race of Clients, Income Levels, and Number of Clients
Receiving Educational/Outreach Services sections.

Note: The report contains two data columns for all sections of the HUD-9902 form:

All Counseling and Education Activities — Enter data covering all housing counseling activities,
including those performed under one or more HUD housing counseling grants.

Counseling and Education Activities attributed to HUD Housing Counseling Grant Funds —
Starting in FY 2007 the HUD Grant Activities are automatically calculated based on the HUD
Funded Activity Ratio in Section 2. This ratio is determined by the total HUD grant awards in
Section 8 divided by the Total Annual Housing Counseling Program Budget in Section 2. These
data elements are recalculated when you enter a value into the All Counseling Activities column
or when the Total Annual Housing Counseling Program Budget is changed.

For the Number of Clients Counseled, by Purpose of Visit and Results section, keep the
following information in mind:

a. Enter the number of clients to whom you provided counseling during the report period.
This might include clients who entered your workload the previous report period but you
carried over into and counseled during the current report period.

b. Please remember that you report clients as defined in paragraph 1-7A of HUD's Housing
Counseling Program Handbook 7610.1.

c. You are not reporting the number of individual persons you counseled. Examples: A
husband and wife or a brother and sister or three friends who are mortgagors under the
same note count as one client. Three renting families who experience the same problem
with the same landlord and come to your agency together for assistance count as one
client.

d. Seeking Shelter or Services for the Homeless — A client reported on this line must meet
the definition for "homeless" or "homeless individual™ set forth in Section 103, General
Definition of Homeless Individual, of the Stewart B. McKinney Homeless Assistance Act
(Public Law 100-77). Instructions / Guidance and FAQ — The following hyperlink will
take you to the appropriate HUD website for form HUD-9902 instructions and FAQs. At
the top of the site under INDEX, select "reports (PDF page)" and you will be directed to
the proper location. Scroll down for further information at this location.
http://www.hud.gov/offices/hsg/sfh/hcc/hc_fag.cfm

9. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902. This

section is automatically calculated and shows the awards that were granted by HUD.

10. For the Authorization section, the first and last name of the user logged into HCS who completes

this form is automatically entered for the Input Official when the Send button is clicked. The
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Agency Official is the Director first name and last name from the Agency Information page of
HCS.

11. Starting in January of 2008, agencies can submit their client level data through a CMS system.
The HUD 9902 Form provides an automated tool that generates the HUD 9902 Form and Logic
Model from the client level data submitted. To view the client level data derived HUD 9902 Form
and Logic Model Click the HUD 9902 (Derived) and Logic Model tabs respectively.

The HUD 9902 (Derived) provides a features which overrides the permanent HUD 9902 Form. To
use the client level data derived HUD 9902 Form as your permanent HUD 9902 Form, click the
Commit Data button. This causes the System to over write the regular HUD 9902 Form.

12. To view a HUD-9902(Derived) Form, click the HUD-9902 (Derived) tab.

Denver, CO 80206-1208 Date Updated: [01/27/2010
Parent Agency Name(i]c applicable) [Total Annual Housing Counseling Program Budget, All Sources:
| 214086.00|
ATETE, D HUD Funded Activity Ratio:
Agency Type: 14.13% (0.1413)
[Validated: Yes Deadline for late submissions has been extended until 02/28/2010
Last Validated: 02/05/2010 Validated by: Gary Thacker
HUD-9902 I HUD-9902 (Derived) Il Logic Model
Counseling and
H H ounseling a Educ_:a_tl'_on
The HUD 9902 (Derived) Form & Logic e
[Commit Data | Model are dynamically calculated from client | *™  |Housing counseling
3. Ethnl_i|§itv of Clients (selectonlyone) | data submitted by Agencies through CARS.
a. Hispanic : :
b Not Hispanic If not data is subml'Fted through CARS, then
c. Chose not to respond theses two forms will be left blank.
0 0

4. Race of Clients
Single Race
a. American Indian/Alaskan Native |

Figure 16.B. AU — HUD-9902: Form 9902 (Derived)

13. To view the Logic Model, Click the Logic Model tab and a new window is displayed that show
the Logic Model filled out with the client level data submitted through the CMS systems.
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A | B | = D E[] F ] G THT 1] J
1] ! Applicant Name:| 15T CHOICE CREDIT UNION US Department of Housing and Urban Development
2 Project Name:
S e
3]
4 | Period OMB Approval 25350114 exp. 09/30/2007
5 | TERM: Start Date;| Component Name:
& HUD Program Name: Housing Counseling End Dates
[l Policy Prior-
8 |HUD Goals ity Problem, Need, Situation Service or Activities/Qutput Pre| Post Qutcome Pre | Post Evaluation Tools
9 1 2 3 4 5 6 7
10 Paolicy Planning Programming Weasure Impact Measure Accountability
il Need for information and advice regarding home | Pre-Purchase/Home buying - Group workshops Viorkshops | Counseled on pre-purchase/nome buying - Households
1z buying and homeownership [ Purchased home 0
13 Financial lteracy - Group workshops Workshops d on pre-purchasehome burying - Households
In G Ready within 30 d 7
15 Fair housing - Group workshops Workshops d on pre-purchase/home burying - Householis
I3 Ready within 90 o 180 days |
17 redatory lending - Group w Workshops d on pre-purchase/home buying - Entered Households
18 | 0 rchase Contract [ 1
19 Other - Group Workshops Viorkshops | Counseled on pre-purchase/nome buying - Decided | Households
0 [ not to purchase housing; no further effort [ 0
1 Pre-Purchase/Home buying - One-on-one Housenolos d on pre-purchasehome burying - Households
2 counselng participants 2 ]
3 d on pre-purchase/home buying - Other Householis
X 0
% Need for information and advice regarding ~ Group workshops Wiorkshops | Counseled on mortgage delinquency - Brought Househalds
% or preventing mortgage delinquency or defautt B morigage current [ 0
a Wortgage delinquency - One-on-one counseling Households _| Counseled on mortgage delinquency - Referred to Households
8 participants 0 ocial service agency or emergency | 0
9 d on mortgage delinquency - Obtained Households
0 | partial claim loan from FHA lender [ 0
il Counseled on mortgage delnquency - Declared Householis
7 T bankeruptey [ o
i3 d on mortgage delinquency - Entered debt Households
i I plan [ ©
3 4 on mortgage delinquency - Referred for | Households
6 | stance 0
7 Counseled on mortgage delinquency - Withdrew Households
18 T [ 0
9 Counseled on mortgage delinquency - Other Householis
) T out ]
[E] Fomemier o mrtaeee debne ey Mortrane. [

Figure 16.C AU — HUD-9902: Logic Model
14. When you finish completing this form, click Send. A message appears at the top of your screen.

A 9002 report has been created in database.

If the calculated totals don't agree with your calculations,
verify your entries/ftotals and re-send the form if necessary.

Figure 16.D. AU — Database Updated Message

15. If you key in parent agency ID to the Agency ID field in 9902 Data Report Status Inquiry criteria
page, you will get a consolidated non-editable 9902 data report option.
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1 agency(s) belonging to
CATHOLIC CHARITIES USA have Reported
for Quarter 4 of Fiscal Year 2009

Inquiry Critzria:

Reporting Period: Quarter 4

Fiscal Year: 2009
Parent Agency ID: 80750
Have Reported 9902: Yes

Agency Agency

ency Name ency Address
D Agency Type Agency
82257 CATHOLIC FAMILY AND Sub 24 DelGrasse Street
COMMUNITY SERVICES, & |Grantse |Paterson, NJ 07505
CATHOLIC CHARITIES
AGENCY FOR THE DIOCESE
OF PATERSON
Print Export Invalid Email List

Contact

$73-273-7100-20
$73-523-1150

CATHOLIC CHARITIES USA (80750): 1 Affiliate(s) have Reported i

Data Click for
Source Details

HCS
9902

Email Address List

Figure 17.A. AU — HUD-9902: 9902 Processing — Report of Affiliates Belonging to A Parent Agency Have

Reported 9902 Data

16. Upon selecting Consolidated 9902 you will be prompted to the report, presented as followed.

Totals for Sub-Agencies of
CATHOLIC CHARITIES USA
Agency ID: 80750
Agency Type: National Intermediary
HUD Office GTR: Ronald Bedoya

Number of Sub-Agencies Reported: 1

Fiscal Year: 2009

All Counseling

and
Education
Activities
3. Ethnicity of Clients (select only one)
a. Hispanic 130
b. Mot Hispanic 141
c. Chose not to respond 0
Section 3 Total: 271
4. Race of Clients
Single Race
a. American Indian/Alaskan Native 0
b. Asian 0
c. Black or African American 87
d. Native Hawaiian or Other Pacific Islander 0
e. White 184
Multi-Race

f. American Indian or Alaska Mative and White

g. Asian and White

h. Black or African American and White

i. American Indian or Alaska Native and Black or African American

ocooo

HCS User’s Manual

Reporting Period: HUD-9902 Data from Oct 1, 2008 to Sep 30, 2009

PDF Report

Counseling and Education Activities
Attributed to HUD Housing Counseling
Grant

70.17
76.11
0.00
146.28

0.00
0.00
46.96
0.00
99.32

0.00
0.00
0.00
0.00
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J. Other multiple race u} 0.00
k. Chose not to respond u} 0.00
Section 4 Total: 271 146.28
5. Income Levels
a. < 50% of Area Median Income (AMI) 19 10.26
b. 50 - 79% of AMI 7B 41.02
c. 80 - 100% of AMI 103 55.60
d. > 100% AMI 73 39.41
e. Chose not to respond 0] 0.00
Section 5 Total: 271 146.29
6. Clients Receiving Education/Group Sessions
a. Completed pre-purchase homebuyer education workshop 0] 0.00
b. Clomplet.ed financial literacy workshop, including home financing, budgeting and/or 0 0.00
credit repair .
c. Completed resolving or preventing mortgage delinquency workshop 0] 0.00
d. Completed_non—delinquency post-purchase workshop, including home maintenance 0 0.00
and/or financial management for homeowners .
e. Completed fair housing workshop 0 0.00
f. Completed predatory lending workshop 0 0.00
g. Completed rental workshop 0 0.00
h. Other workshop 0} 0.00
Group Session / Section 6 Total: 0 0.00
7. Numbers of Clients Counseled, by Purpose of Visit and Results
a. Seeking Pre-Purchase H buyer Cou ling
1) Purchased housing 0} 0.00
2) Client will be mortgage ready within 90 days 0} 0.00
3) Client will be Mortgage REEN:I_\-r aftgr 90 Days; entered debt management plan or 0 0.00
some other type of long-term financial plan to prepare for homeownership .
4) Receiving long term pre-purchase counseling 0 0.00
5) Entered lease purchase progra 0 0.00
6) Decided Not to purchase housing; no further effort to prepare needed 0 0.00
7) Withdrew from counseling 0 0.00
g) Other 0 0.00
Section 7a Sub-total: 0 0.00
b. Seeking Help with Resolving or Preventing Mortgage Delinquency
1) Brought mortgage current 0 0.00
2) Mortgage refinanced 0 0.00
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3) Mortgage modified (4] 0.00
4) Received second mortgage (4] 0.00
5) Initiated forbearance agreement/repayment plan 4 2.16
6) Executed a deed-in-lieu (1] 0.00
7) Sold property/chose alternative housing solution 1 0.54
3) Pre-forclosure =ale 0 0.00
9) Mortgage foreclosed 0 0.00
10) Counseled and referred to another social service or emergency assistance 0 0.00
agency
11) Obtained partial claim loan from FHA lender 0] 0.00
12) Bankruptcy 0] 0.00
13) Entered debt management plan 4] 0.00
14) Counseled and referred for legal assistance 4] 0.00
15) Currently receiving foreclosure prevention/budget counseling 8] 0.00
16) Withdrew from counseling (4] 0.00
17) Other (4] 0.00
Section 7b Sub-total: 5 2.70
c. Seeking Help with Home Maintenance and Financial Management for Homeowners
1) Obtained a Home Equity Conwersion Mortgage (HECM) (8] 0.00
2) Counseled on HECM; decided not to obtain mortgage (4] 0.00
3) Obtained a non-FHA rewverse mortgage (4] 0.00
4) Received home equity or home improvement loan or other home repair assistance 4] 0.00
5) Received consumer loan (unsecured) 4] 0.00
6) Mortgage refinanced 4] 0.00
7)1 Counseled and referred to other social service agency 0 0.00
8) Sold house/chose alternative housing solution 9] 0.00
3) Completed financial management/budget counseling 9] 0.00
10) Completed home maintenance counseling 9] 0.00
11) Counseled and utilities brought current B8 4.32
12) Counseled and referred for legal assistance 0] 0.00
13) Currently receiving counseling 0] 0.00
14) Withdrew from counseling 0] 0.00
15) Other 0] 0.00
Section 7c Sub-total: =] 4.32
d. Seeking Help in Locating, Securing, or Maintaining Residence in Rental Housing
1) Received housing search assistance 4] 0.00
2) Obtained temporary rental relief 80 43.18
3) Counseled and referred to agency with rental assistance program 0 0.00
4) Adviged on recertification for HUD/other subsidy program 0 0.00
5) Counseled and referred to other social service agency 0 0.00
6) Counseled and referred to legal aid agency for fair housing assistance 0 0.00
7) Counseled and referred to legal aid agency for assistance with eviction 0 0.00
8) Found alternative rental housing 0 0.00
9) Decided to remain in current housing situation 0 0.00
10) Resolved issue in current tenancy o} 0.00
11) Entered debt management/repayment plan o} 0.00
12) Counseled and utilities brought current 111 59.92
13) Resolved security deposit dispute o} 0.00
14) Currently receiving counseling 0 0.00
15) withdrew from counseling 0 0.00
16) Other 0 0.00
Section 7d Sub-total: 191 103.10
e. Seeking Shelter or Services for the Homeless
1) Occupied emergency shelter 67 36.17
2) Occupied transitional housing o} 0.00
3) Occupied permanent housing with rental assistance o} 0.00
4] Occupied permanent housing without rental assistance 0] 0.00
5) Counseled Referred to other social service agency 0] 0.00
6) Remained homeless 0] 0.00
7) Currently receiving counseling 0] 0.00
3) Withdrew from counseling 0] 0.00
9) Other 0] 0.00
Section 7e Sub-total: 67 36.17
Individual Counseling / Section 7 a-e Total: 271 146.29
Total Counseling / Section 6 and 7 Total: 271 146.29
8. HUD Housing Counseling Grant(s) Data
HUD Housing Counseling Grant or Sub-grant Application Number Grant Type HUD Housing Counseling Grant Amount
All HUD Grants $1,056,325.88

Figure 17.B. AU — HUD-9902: 9902 Processing — Consolidated 9902 Report
You have now successfully completed a HUD-9902 form.

5.3 Input Awards
Agencies that receive grant funding and have sub-agencies have the option of sub-allocating funds to their

sub-agencies. Only those agencies that have sub-agencies are provided with this feature. To sub-allocate
funding follow the steps below.
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1. Click the Input Awards hyperlink in the upper navigation. The system displays all the
applications the current agency submitted. Select a grant application to sub-allocate funding from.

Select a Grant Application to Award
for FY 2009
Instructions: cClick on the Agency Name that you wish to grant an award.
Agency . Application Grant
Agency Name Agency ID T HUD office City/State D T Awarded
NATIOHAL URBAN LEAGUE 81628 Mtional HQ SF-HUD New York, NY 0011013 COMF  [$1,246,732.00
Intermediary
NATIOMAL URBAN LEAGUE 21638 Netional HQ SF-HUD New York, NY 0013-005 LDRC 5150,000.00
Intermediary
NATIOMAL URBAN LEAGUE 81828 Mtional HQ SF-HUD New York, NY 0014-008 FLMF 50.00
Intermediary
e A
Figure 18.A. AU — Input Awards: Sub-Allocate Funding — Part |
2.

Once you click the desired application, you will be prompted to further data regarding the Agency
and application.

Input Awards for FY 2009
Instructions: Click the 'Sub-Agency Allocation' button to access screen to distribute funds to sub-agencies.
Agency Name: NATIONAL URBAN LEAGUE (0011-013)
120 Wall Street
Address:
New York, NY 10005
Requested: %$2,700,000.00 Grant Category: INTERMEDIARY
Grant Type: COMP
Awarded: $1,246,732.00
| Back | | Agency/Sub-Agency Allocation |
L J
Figure 18.B. AU — Input Awards: Sub-Allocate Funding — Part 11

3. To sub-allocate funds, you will click the Agency/Sub-Agency Allocation button located above,

and will be prompted to the following screen. From here you are able to allocate funds based on
three criteria.

a. Allocate Evenly — Which splits your available funds evenly amongst Sub-Agencies.

b. Allocated By # of Counselors — Which will provide agencies with more counselors with
greater funds.

c. Allocate By # of Clients — Which will provide agencies with more clients with greater
funds.

Once you have allocated those funds, click Submit to save changes, or Cancel to erase those
edits.
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Sub-Agency Grant Allocation

Instructions: + -

Parent Agency Name: NATIONAL URBAN LEAGUE
HUD Office: Headquarters SF-HUD

Application ID; 0011-013 Grant Awarded: § 1,246,732.00

Parent Agency ID: 81639 Administrative Allacation: - 124 673.32

Parent Agency Type: National Intermediary Indirect Cost: _$

Grant Type: COMPREHENSIVE COUNSELING Available Funds: 3 1,122,058 68

Allocate Evenly | | Allocate By # of Counselors | | Allocate By # of Clients |
| Submit | |F’rint | | Export | | Cancel | | Close this window

Sl TR = # of # of Projected Sub-
D=y Agency CEEEy TRIE Counselors Clients Allocation
ATLANTA URBAN LEAGUE, INC. 20243 LHCA | U| | []| $| 29,52?.86|
BIRMINGHAM URBAN LEAGUE, INC. 80196 LHCA | []| | []| s| 29,52?.86|
BUFFALO URBAN LEAGUE, INC. 80373 Sub Grantee | U| | 0| $| 29‘52T.85|
CHICAGO URBAN LEAGUE 80103 LHCA | U| | []| s| 29,52?.86|
COLUMBUS URBAN LEAGUE 23301 Sub Grantee | []| | []| $| 29,52?.86|
FORT WAYNE URBAN LEAGUE, INC. 81982 LHCA | U| | 0| 5| 29,52?.86|

Figure 18.C. AU — Input Awards: Sub-Allocate Funding — Part 111
5.4 Submission Verification

5.4.1 ARM Submission

Another option that you have as an Agency User is to perform an ARM Submission Verification.

1. From the top navigation menu, click the Submission Verification hyperlink. The Submission
Verification Screen page appears.

SUBMISSION VERIFICATION

Instructions: 1. Enter Start Date and End Date (* required) 2. Enter search criteria (optional) 3. Select report button

* Start Dnte[mrﬂ:tl‘ym}l:l = Erlante[mrmll:l
HCSAgencyD|

Agellcr"ﬂlne|
Acﬁvetllsumie| "|

[ Al Submissions | Failed List

Figure 19. AU — Submission Verification: ARM Submission Verification

2. Upon narrowing down your search criteria, you have three types of submission reports to choose
from:

HCS User’s Manual Page 5-31




5.0 Agency User

a. All Submission: This will provide you a full list of submissions; the ones that failed and
the ones that were successful

b. Failed List: This will provide a list of only the submissions that failed.

c. Success List: This will provide you a list of only the submissions that were successful.

SUBMISSION VERIFICATION
Instructions: 1. Enter Start Date and End Date (* required) 2. Enter search criteria (optional) 3. Select report button
* Start Date (mmiddiyyyy)| 01/01/2003 | * End Date (mmiddiyyyy) (05/01/2010
HCS Agency ID
Agency Name
Active CMS Name W
All Submissions | Failed List
Report selected for active and inactive agencies: All Submissions Total: 66
Date Status HCS Agency Id Agency Name CM5 Hame
Apr 27 2010 11:55 | Successful 84573 LIFESPAM CREDIT COUNSELING SERVICE CPR
Apr27 2010 11:55 | Successful 80748 CCCSIGRACEWORKS LUTHERAN SERVICES CFR
Apr27 2010 11:13 | Successful 80748 CCCSIGRACEWORKS LUTHERAN SERVICES CPR
Apr27 2010 11:12 | Successful 80748 CCCSIGRACEWORKS LUTHERAN SERVICES CFR
Apr26 2010 2:41 | Successful 84573 LIFESPAM CREDIT COUNSELING SERVICE CPR
Apr23201012:03 | Successful 835320 HORIZONS, A FAMILY SERVICE ALLIAMCE (HORIZONS CCCS) Paragon
Apr20201011:19 | Successful 80640 SUREPATH FINAMCIAL SOLUTIONS CPR
Apr19 2010 5:49 | Successful 82043 CCCS OF THE SAVANMAH AREA, INC. CFR
Apr18 2010 5:48 | Successful 82943 CCCS OF THE SAVANMNAH AREA, INC. CPR
Apr18 2010 5:47 | Successful 82943 CCCS OF THE SAVANMNAH AREA, INC. CPR
Apr19 2010 5:45 Failed 82043 CCCS OF THE SAVANMAH AREA, INC. CFR

Figure 20.A. AU — Submission Verification: ARM Submission Verification Results — All Submissions
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SUBMISSION VERIFICATION

Instructions: 1. Enter Start Date and End Date (* required) 2. Enter search criteria (optional) 3. Select repart button

* Start Date (mmiddiyyyy) | 01/01/2009 | = End Date (mmiddiyyyy) 05/01/2010

HCS Agency ID

Agency Name
Active CMS Name M

All Submissions | Failed List

Report selected for active and inactive agencies: Failed List Total: 13

Date Status HCS Agency Id Agency Name CMS HName
Apr18 2010 5:45 Failed 82943 CCCS OF THE SAVANNAH AREA, INC. CFR
Apr18 2010 5:42 Failed 82943 CCCS OF THE SAVANNAH AREA, INC. CFR
Apr 18 2010 5:40 Failed 82943 CCCS OF THE SAVANNAH AREA, INC. CFR
Apr19 2010 10:09 Failed 83279 CCCS OF NH & VT CFR
Apr 16 2010 10:53 Failed 80727 CONSUMER CREDIT COUNSELING SERVICE CFR
Apr14 2010 4:17 Failed 83279 CCCS OF NH & VT CFR
Mar 18 2010 4:03 Failed 83279 CCCS OF NH &VT CFR

Mar 17 2010 12:22 Failed 83279 CCCS OF NH & VT CFR
Mar 17 2010 12:21 Failed 83279 CCCS OF NH &VT CFR
Mar 9 2010 4:49 Failed 80724 CREDIT COUNSELING CENTERS OF OKLA. CFR
Mar 9 2010 4:47 Failed 80724 CREDIT COUNSELING CENTERS OF OKLA. CFR
Mar 9 2010 4:31 Failed 80724 CREDIT COUNSELING CENTERS OF OKLA. CFR
Feb 12010 12:06 Failed 80949 Catholic Charities of Chicago HCS

Figure 20.B. AU — Submission Verification: ARM Submission Verification — Failed List

~

* Start Date (mmi/ddlyyyy) 06/01/2008 | * End Date (mmiddiyyyy) | 06/01/2010

HCS Agency ID

Agency Name

Active CMS Name M

Report selected for active and inactive agencies: Success List Total: 56

Date Status HCS Agency Id Agency Name CMS Name
May 3 2010 2:28 Successful 80244 CCCS OF NORTH CENTRAL WEST VIRGINA FParagon

Apr 302010 216 Successiul 80941 CCCS OF DELAWARE VALLEY, INC. CFR
Apr 3020101212 Successful 80727 CONSUMER CREDIT COUNSELING SERVICE CFR
Apr 27 2010 11:55 Successful 84573 LIFESPAN CREDIT COUNSELING SERVICE CPFR
Apr 27 2010 11:55 Successful 80748 CCCS/GRACEWORKS LUTHERAN SERVICES CFR
Apr 27 2010 11:13 Successful 80748 CCCSIGRACEWORKS LUTHERAN SERVICES CFR
Apr 27 2010 11:12 Successiul 80748 CCCS/IGRACEWORKS LUTHERAN SERVICES CFR
Apr 26 2010 241 Successful 84573 LIFESPAN CREDIT COUNSELING SERVICE CFR
Apr23 2010 12:03 Successful 83530 HORIZOMS, A FAMILY SERVICE ALLIANCE (HORIZONS CCCS) FParagon
Apr20 2010 11:18 Successful 80640 SUREPATH FINANCIAL SOLUTIONS CFR
Apr19.2010 5:49 Successful 82943 CCCS OF THE SAVANMNAH AREA, INC. CPFR
Apr19 2010 548 Successiul 82943 CCCS OF THE SAVANMAH AREA, INC. CFR
Apr19 2010 5:47 Successful 820943 CCCS OF THE SAVANMAH AREA, INC. CFR
Apr19 2010 12:42 Successiul 80949 Catholic Charities of Chicago CCARM
Apr19 2010 12:38 Successful 80949 Catholic Charities of Chicago CCARM
Apr19.201011:48 Successful 80949 Catholic Charities of Chicago CCARM
Apr19 2010 11:33 Successful 80949 Catholic Charities of Chicago CCARM
Apr19 2010 11:31 Successful 80949 Catholic Charities of Chicago CCARM
Apr 162010 3:48 Successiul 82951 CCCS, ADIVISION OF TRIANGLE FAMILY SERVICES, INC. Faragon
Apr16 2010 2:22 Successful 80949 Catholic Charities of Chicago CCARM
Apr 16 2010 217 Successful 80949 Cathaolic Charities of Chicago CCARM 2

Figure 20.C. AU — Submission Verification: ARM Submission Verification — Successful List

You have successfully viewed the ARM Submission Verification.
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5.5 CMS Management

Under CMS Management you are prompted to two charts. One chart, Figure 22.A, is a list of CMS
products that successfully meet HUD’s standards and have completed testing. The second chart, Figure
22.B, is a list of CMS products that are in the process of meeting HUD standards, and are in the process
of testing.

These charts provide further information in the following areas: Specific Client Management System
(CMS), Dataset Version, Vendor, Vendor POC, POC Email, Vendor Website, and Availability
(either public or exclusive).

HUD CERTIFIED CMS PRODUCTS FOR HUD HOUSING COUNSELING AGENCY USE

Total 45 records Export CMS List
Listed below are CMS products that successfully met HUDOs standards and hawe completed testing. Agencies using these products are able to transmit their
data to HUD at this time.

CMS SEA;‘E':?E; VENDOR POC EMAIL WEB SITE AVAILABILITY
CCaRM 3.1 (Catholic Charities Donna Drinka ddrinka@cathaoliccharitiegwww.catheliccharities.net Exclusive
coms 3.0 CIL Orlando Ryan Dan dryan@cilorlande.org wwnw.cilorlando.org Public
cPr 3.1 §r°0°ciir5?;ig”iesoumes Campion Kate <ate@cprops.com wnwi.cprops.com Public
DebtLogic 3.0 Integrant, Inc. Lacomble Ben blacomble@integrantinc.clwww.integrantinc.com Exclusive
Fr1s 3.1 GreenPath, Inc Mcheill Donna DMeNeill@greenpath.comfwww.greenpath.com Exclusive
HRS 3.1 DLENetwork Daniel Bajema dbajema@dlbnetwork.compwww.dlbnetwerk.com Exclusive
Paragon 3.1 Money I\-]anagement Sandowal Darrin Crarrin.Sandowal @MoneyMwww.paragondms.com Eublic

Internaticnal

Figure 21.A. AU — CMS Management: HUD Certified CMS Products — Completed Testing
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Listed below are CMS products that are in the process of meeting HUDOs standards but have not completed testing. Agencies using these products are not able
lto transmit their data to HUD at this time.

CMS eégg;jg; VENDOR POC EMAIL WEB SITE AVAILABILITY
ladsysTech 3.0 lndsysTech ames Rushton fames@adsystech.com Public
laccLiveTr 3.0 éﬁ?;:;o'-'”'”g n Stu Landrum mitware@swbell.net Exclusive
|ASFEN 3.1 [The Brainard Group  |Bob Osborn bob@brainardgroup.com wbrainardgroup.com Fublic
|agate Software 3.1 |agate Software Shea Bill bshea @agatesoftware.confwww.intelligrants.com Public
Budget Your Dream 3.0 IBIG'ggEt Your Dream, Stephon Lee st=phonl budgetyourdwww.budgeryourdraam.cor] Public

Spokane
(CAP-5YS 3.1 Meighborhood Action |McFarland Alan alanmcf@well.com Exclusive
Programs
(Community Action i
CAPNA 3.0 Partnership of North pPack Green green@capna.org bafacspro.com Exclusive
|2labama
(CCCS OF DALLAS 3.1 Cyfun Media Robert Wier rwier@cces.net P HEEESTEE Exclusive
,E'(I':L(,:’-\SN'IEJ; GREATER 3.1 ,E'(I':L(.:’-\SN'IEJ,’-"\: GREATER  lyichelle Jones michellejones@ccesine.o Exclusive
CCHR 3.1 Pin Technology, Inc. |Brite Lee brite.lee@pintzchnology.clwww.pintechnology.com Exclusive

Figure 21.B. AU — CMS Management: HUD Certified CMS Products Awaiting Testing
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6.0 REVIEWER

In the HCS system, a Reviewer is someone who is a HUD HCS user who conducts grant application
reviews. These Reviewers can:

e Access Scoring

e View Reports

e View Funding Allocations

HOME SCORING REPORTS FUNDING ALLOCATIONS

H23890 / RICHARD GUERRA

United States Department of Housing and Urban Development
Figure 22. Reviewer — HCS Home Page — Agency User screen.

6.1 Scoring

As a Reviewer you will only be able to view the applications you were associated with for that Fiscal
Year.

1. From the upper navigation menu, click the Scoring hyperlink. The Application Scoring List
Search for Fiscal Year 20XX screen appears.

2. From here you will be able to edit your search criteria based on:

a. AgencyID
b. Agency Name
c. Reviewer

d. Application ID

3. Once you have narrowed down your search click the Search button to retrieve those results, or
Clear to erase what was put into each field.
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Application Scoring list Search for FY 2010

Instructions:

# Search feature provided allows customizing list of completed scores.
® To select a new score card directly, click "NEW SCORE" button.

MOTE: If scoring is "Disable", the Project Manager is in the process of setting up the score criteria and rules. When system is configured properly, the scoring

will be "Enabled" allowing scores to be entered.
oo |

Agency Name|

Application ID| | - | |
| Search || Clear || New Score |

Figure 23. Reviewer — Scoring: Application Scoring List Search for FY 20XX
4. You will be prompted to your search results, which you can sort based off of the following

criteria:
a. Agency Name
b. Agency ID
c. Agency Type
d. Application ID
e. Reviewer

5. To open a specific scorecard, click the hyperlink under Agency Name that you would like to
view.

Note: to Delete or add New Score skip to step 9.

. |
Application(s) Scored for Fiscal Year 2010
Instructions: + =
New Score... search returns 5
Agency Name Agency ID  Agency Type Grant Type Application ID Reviewer Total Score Delete
HOMEOWNERSHIP PRESERVATION FOUNDATION B4DB1 :‘::H fhary COMP 001 1-004 Grotheer, Georga 92 > I
NATIOMNAL FEDERATION OF COMMUNITY —— National . _ _ . M
DEVELOPMENT CREDIT UNIONS 84339 Intermediary TP 0011-005 Grotheer, George 93 =l
National -
« I I
MATIONAL URBAN LEAGUE BLGF9 Int fary COMP 0011-013 Grothesr, George a9
COCS OF GREATER ATLANTA - MAIN OFFICE BASIE :J.;rnl-l.:':-:«n..u\. COMP 0011-015 Grotheer, George 95 =]
National
- » .‘h’l
COCS OF GREATER ATLANTA - MAIN OFFICE BA53EE Int Rary HECHM D12-002 Grothesr, George 94
MNew Score...

Figure 24. Reviewer — Scoring: Application(s) Scored for Fiscal Year 2010
6. Once you have chosen your desired Agency, you will be prompted to the Factors For Award

scorecard.
a. Check agency information for accuracy to ensure you are evaluating the correct
score card.

. Other Reviewers assigned to this application are posted for reference.

c. All sub-factor scores when listed must be scored. Major Factor scores cannot be
over written when sub-factors are listed. Major Factor scores will automatically
sum the scores of its sub-factors. If no sub-factors are listed, the score for the
Major Factor can be entered directly.
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d. If applicable, instructions to each sub-factor are provided by selecting the Blue

Information icon.
e. Bonus Points are shown if applicable. Combine the Factor scores plus Bonus

Points to determine Total Score.

7. When all scores have been entered, click the OK button on the bottom to save the score
card, or Cancel to erase changes.

Factors for Award
Instructions: + =
Agency ID: 54081
Agency Name: HOMEOWNERSHIP PRESERVATION FOUNDATION Application ID: 0011-004
Grant Category: INTERMEDIARY Grant Type: COMP
Reviewer: George Grotheer
Other Reviewer(s): Brian Siebenlist (Prim. Rvwr) Collesn Weiser
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|

5
3
2
A
o
4
D
LR
°
2

|

Figure 25.A. Reviewer — Scoring: Application(s) Scored for Fiscal Year 2010

8. If you click OK, and there are errors associated with your scoring you will prompted to
various messages.
a. If the number you input is larger than the Max Points, a error message will pop-up
b. If the number you input is not a whole number, a error message will pop-up
c. If the number you input is not a positive number, a error message will pop-up

ﬂ For factor 3, subfactor 16's input value cannot be greater than 4

oK

Figure 25.B. Reviewer — Scoring: Message from webpage (Step 8.a)
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Message from webpage E

A Requires integer for factor 3's subfactor 16

oK

Figure 25.C. Reviewer — Scoring: Message from webpage (Step 8.b)

Message from webpage E

A For factor 3, subfactor 16's input value should be a positive number.

Figure 25.D. Reviewer — Scoring: Message from webpage (Step 8.c)

Application(s) Scored for Fiscal Year 2010
Instructions: + =
New Score... search returns 5
Agency Name Agency ID  Agency Type Grant Type Application ID Reviewer Total Score Delete
HOMECWNERSHIP PRESERVATION FOUNDATION 84061 :‘::"“‘.:“mm coMP 0011-004 Grotheer, George 92 |
MATIONAL FEDERATION OF COMBMUNITY . Nationa . . . 4
DEVELOPMENT CREDIT UNIONS B453% Intermediany COMP 001 1-006 Grotheer, George 93 il
MNational B b
MATIOMAL URBAN LEAGUE BL6TS Ik oy | COMP 0011-013 Grotheer, George a9 |
CCCS OF GREATER ATLANTA - MAIN OFFICE BAS3E :i'tt_'\?::.:;ﬂi"w COMP 0011-015 Grotheer, George 95 =]
CCCS OF GREATER ATLANTA - MAIN OFFICE BAS3H 'I':"“"’”",hw HECM 0012-002 Grotheer, George 94 =]

Figure 26. Reviewer — Scoring: Application(s) Scored for Fiscal Year 2010

9. To delete a score, click the X button found under the delete column on the Application(s) Scored
for Fiscal Year 2010.

10. A message will be prompted prior to finalizing your action. Click OK to delete the score, or
Cancel to return back to the Application(s) Scored for Fiscal Year 2010 page.

Message from webpage E
2)  Are you sure you want to delete this Score ?
OK Cancel ‘

Figure 27. Reviewer — Scoring: Message from webpage Delete a Score

11. To add a New Score, click the New Score button located above and below the Agency Name
column.
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12. This will prompt you to a list of scorecards that are awaiting your review, similar to Figure 27.

13. The scorecard, and process, will be the same as previously described in Steps 6 and 7.

6.2 Reports

6.2.1 Viewing Reports
To view any of the HCS system reports, take the following steps:
1. From the upper navigation menu, scroll down to the Reports section. Click the hyperlink of the

report you want to generate from the Reports sub-menu in top navigation frame. For example, if
you click Reviewers Final Report hyperlink from the menu, the Select a Grant Application for

FY 20XX screen appears.

Instructions: Click on the Agency Name that you wish to generate the report.

Ag;e[r)]cy ADD'IICDatIOr‘I Agency Name (Application ID)
80750 0011-001 CATHOLIC CHARITIES USA
82359 0011-002 STRUCTURED EMPLOYMENT ECONOMIC DEVELOFMENT CO
80084 0011-003 MON WALLEY INITIATIVE
84081 0011-004 HCMECWMNERSHIP PRESERWVATICN FOUNDATICN
81504 0011-005 CITIZENS' HOUSING AND PLAMMING ASSOCIATION, INC.
84539 0011-006 MATICMNAL FEDERATION OF COMMUNITY DEVELOPMENT CREDIT UNICNS
80989 0011-00% HOUSING PARTHNERSHIF NETWORK
81639 0011-013 MNATIONAL URBAN LEAGUE
84538 0011-015 CCCS OF GREATER ATLANTA - MAIN OFFICE
80753 0011-016 ACORN HOUSING CORPORATION
84546 0011-018 MUEVA ESPERANZA
82507 0011-019 MISSISSIPPI HOMEBUYER EDUCATION CENTER- INITIATIVE
81276 0011-020 MISSICN COF PEACE
82559 0011-023 RURAL COMMUNITY ASSISTANCE CORFPORATION
84538 001z-002 CCCS OF GREATER ATLANTA - MAIN OFFICE
80753 0013-006 ACORN HOUSING CORPORATION
80753 0014-007 ACCRN HOUSING CCRPCRATICN
80961 0321-002 YWCA DELAWARE
80219 0321-003 UNIVERSITY LEGAL SERVICES
80570 0321-004 MATICMNAL COUNCIL ON AGRICULTURAL LIFE AND LABOR RESEARCH FUND, INC
84173 0321-005 CHRISTIAN ACTIVITIES COUNCIL
84654 0321-006 OFPORTUNITIES INDUSTRIALIZATION CENTER OF NEW LONDON COUNTY, INC.
84534 0321-007 MUTUAL HOUSING OF SCUTH CENTRAL CT, INC. // NEIGHECRWORKS NEW HORIZONS
82095 0321-012 BERKSHIRE COUNTY REGIOMAL HOUSING AUTHORITY-H

Figure 28. Reviewer — Reports: Reviewers Final Report

6.2.1.1 Printing Reports
You can print any of the HCS system reports by following these steps:
1. From the upper navigation menu, scroll down to the Reports section. Click the hyperlink of the
report you want to generate from the Reports sub-menu in top navigation frame. For example, if

you click Reviewers Final Report hyperlink from the menu, the Select a Grant Application for
FY 20XX screen appears.
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)
Instructions: Click on the Agency Name that you wish to generate the report.
Ag;a[r;cy AppllIcDatlon Agency Name (Application ID)
80750 0011-001 CATHOLIC CHARITIES USA
82359 0011-002 STRUCTURED EMPLOYMENT ECCONOMIC DEVELOPMENT CO
800584 0011-003 MOM WALLEY INITIATIVE
84081 0011-004 HOMEOQOWNERSHIP PRESERVATION FOUNDATION
81504 0011-005 CITIZENS' HOUSING AND FLAMMING ASSOCIATICHN, INC.
84539 0011-006 MNATIOMNAL FEDERATION OF COMMUNITY DEVELOFPMENT CREDIT UNICNS
80989 0011-009 HOUSING PARTHNERSHIP NETWCRK
81639 0011-013 MNATICMNAL UREBAN LEAGUE
84538 0011-015 CiCCS OF GREATER ATLANTA - MAIN OFFICE
80753 0011-016 ACORN HOUSING CORPORATION
54546 0011-018 MNUEVA ESPERANZA
82507 0011-019 MISSISSIPPI HOMEBUYER EDUCATION CENTER- INITIATIVE
81276 0011-020 MISSION OF PEACE
82559 0011-023 RURAL COMMUNITY ASSISTANCE CORPCRATICN
84538 001z2-002 CCCS OF GREATER ATLANTA - MAIN CFFICE
80753 0013-006 ACORN HOUSING CCRPORATION
80753 0014-007 ACORN HOUSING CORPORATION
80951 0321-002 YWCA DELAWARE
80219 0321-003 UNIVERSITY LEGAL SERVICES
80570 0321-004 NATICNAL COUNCIL ON AGRICULTURAL LIFE AND LABOR RESEARCH FUND, INC
84173 0321-005 CHRISTIAN ACTIVITIES COUNCIL
84654 0321-006 OPPCRTUNITIES INDUSTRIALIZATION CENTER COF NEW LONDCN CCOUNTY, INC.
84534 0321-007 MUTUAL HOUSING OF SOUTH CENTRAL CT, INC. // NEIGHBORWORKS NEW HORIZONS
8;2095 0321-012 BERKEHIRE COUNTY REGIOMAL HOUEING AUTHCORITY-H

Figure 29. Reviewer — Reports: Reviewers Final Report

2. Click the Print button. The Print dialog box similar to follow appears. Once you have selected your
printing criteria, click Print to have a printout of the document.

General | [ ptiohs

Select Printer

[2] Add Prinker ¢z Inkuit Inkernal Prinker

i3 Aidobe POF 23 Micrasaft Office Document Imag
Yy . 2 Snaglt 7

4 X
Statuz;  Ready [ Print b file
Location:
Eomment Find Printer...
Fage Range
@ Al Murnber of copies: |1 #
() Pages: i H
Enter either a zsingle page number or a single

page range. For example, 512

[ Print H Cancel ]

Figure 30. Reviewer — Reports: Print Dialog Box.

You have now successfully printed a report. Repeat these steps to print any of the other reports available.
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6.2.1.2 Exporting Reports
You can export any of the HCS system reports to Excel spreadsheet by following these steps:
1. From the upper navigation menu, scroll down to the Reports section. Click the hyperlink of the
report you want to generate from the Reports sub-menu in top navigation frame. For example, if

you click Reviewers Final Report hyperlink from the menu, the Select a Grant Application for
FY 20XX screen appears.

2. Click the Export button. The File Download dialog box appears.

Instructions: Click on the Agency Name that you wish to generate the report.
Ag;a[r;cy AppllIcDatlon Agency Name (Application ID)
80750 0011-001 CATHOLIC CHARITIES USA
82359 0011-002 STRUCTURED EMPLCYMENT ECCNOMIC DEVELCPMENT CC
80084 0011-003 MON WALLEY INITIATIVE
84081 0011-004 HOMEOQOWNERSHIP PRESERVATION FOUNDATION
81504 0011-005 CITIZENS' HOUSING AND FLAMMING ASSOCIATICHN, INC.
84539 0011-006 MNATIOMNAL FEDERATION OF COMMUNITY DEVELOFPMENT CREDIT UNICNS
80989 0011-009 HOUSING PARTHNERSHIP NETWCRK
81639 0011-013 MATICMAL URBAN LEAGUE
84538 0011-015 CCCS OF GREATER ATLANTA - MAIN CFFICE
80753 0011-016 ACORN HOUSING CORPORATION
54546 0011-018 MNUEVA ESPERANZA
82507 0011-019 MISSISSIPPI HOMEBUYER EDUCATION CENTER- INITIATIVE
81276 0011-020 MISSION OF PEACE
82559 0011-023 RURAL COMMUNITY ASSISTANCE CORPCRATICN
84538 0012-002 CCCS OF GREATER ATLANTA - MAIN CFFICE
80753 0013-006 ACORN HOUSING CCRPORATION
80753 0014-007 ACCORN HOUSING CCRPORATION
80951 0321-002 YWCA DELAWARE
80219 0321-003 UNIVERSITY LEGAL SERVICES
80570 0321-004 MNATIONAL COUNCIL ON AGRICULTURAL LIFE AND LABOR RESEARCH FUND, INC
84173 0321-005 CHRISTIAN ACTIVITIES COUNCIL
84654 0321-006 OPPCRTUNITIES INDUSTRIALIZATION CENTER CF NEW LONDCN COUNTY, INC.
84534 0321-007 MUTUAL HOUSING OF SOUTH CENTRAL CT, INC. // NEIGHBORWORKS NEW HORIZONS
52095 0321-012 BERKSHIRE COUNTY REGIOMAL HOUSING AUTHORITY-H

Figure 31. Reviewer — Reports: Reviewers Final Report

3. Click the Open button to open the spreadsheet in HCS web page. Or, click the Save button and
follow the instruction to save the report to a Microsoft Excel file.

-
File Download

Do you want to open or save this file?

@ j Mame: Funding_recommendation_repart, xls
IH] Type: Microsoft Excel Worksheet

From: 10.1.1.106

Open ] [

Always ask before opening this twpe of file

harrn pour computer. IF you do nat tust the zource, do not open or

@ YWhile files from the Internet can be useful, zome files can potentially
zave thiz file. What's the rigk?

Figure 32. Reviewer — Reports: File Download Dialog Box.
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You have now exported an HCS system report. Follow these steps again to export any of the other
reports.

6.2.2 Report

6.2.2.1 Reviewers Final Report
1. From the top navigation menu, under Reports sub-menu, click the Reviewers Final Report
hyperlink, the Select a Grant Application for Fiscal Year 20XX appears.

2. This will prompt you to a list of Grant Applications arranged by Agency. To view an Agency
report, click the hyperlink for that Agency under the Agency Name column.

Instructions: Click on the Agency Name that you wish to generate the report.
Ag;a[r;cy AppllIcDatlon Agency Name (Application ID)
80750 0011-001 CATHOLIC CHARITIES USA
82359 0011-002 STRUCTURED EMPLCYMENT ECCNOMIC DEVELCPMENT CC
80084 0011-003 MON WALLEY INITIATIVE
84081 0011-004 HOMEOQOWNERSHIP PRESERVATION FOUNDATION
81504 0011-005 CITIZENS' HOUSING AND FLAMMING ASSOCIATICHN, INC.
84539 0011-006 MNATIOMNAL FEDERATION OF COMMUNITY DEVELOFPMENT CREDIT UNICNS
80989 0011-009 HOUSING PARTHNERSHIP NETWCRK
81639 0011-013 MATICMAL URBAN LEAGUE
84538 0011-015 CCCS OF GREATER ATLANTA - MAIN CFFICE
80753 0011-016 ACORN HOUSING CORPORATION
54546 0011-018 MNUEVA ESPERANZA
82507 0011-019 MISSISSIPPI HOMEBUYER EDUCATION CENTER- INITIATIVE
81276 0011-020 MISSION OF PEACE
82559 0011-023 RURAL COMMUNITY ASSISTANCE CORPCRATICN
84538 0012-002 CCCS OF GREATER ATLANTA - MAIN CFFICE
80753 0013-006 ACORN HOUSING CCRPORATION
80753 0014-007 ACORN HOUSING CORPORATION
80951 0321-002 YWCA DELAWARE
80219 0321-003 UNIVERSITY LEGAL SERVICES
80570 0321-004 MNATIONAL COUNCIL ON AGRICULTURAL LIFE AND LABOR RESEARCH FUND, INC
84173 0321-005 CHRISTIAN ACTIVITIES COUNCIL
84654 0321-006 OPPCRTUNITIES INDUSTRIALIZATION CENTER CF NEW LONDCN COUNTY, INC.
84534 0321-007 MUTUAL HOUSING OF SOUTH CENTRAL CT, INC. // NEIGHBORWORKS NEW HORIZONS
82095 0321-012 BERKSHIRE COUNTY REGIOMAL HOUSING AUTHORITY-H

Figure 33.A. Reviewer — Reports: Reviewers Final Report

Note: Provided below is an example of a Final Reviewer Report.

Under each Factor, there are six places for comments based on the following criteria:
e Primary R. Strength

Reviewers Strength

Final Primary Reviewer Strength

Primary R. Weakness

Reviewers Weakness

Final Primary Reviewer Weakness
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Primary Reviewer Final Comment - Chairman Reports

Instructions: + —

Agency ID: |82456
Agency Name: |HRS | Application ID: |0321—030
Grant Category: [LHCA [ Grant Type: [COMP

Reviewer: |Marvanne Daniel (Prim. Rvwr)

1b. RF1-2b: Specialized Training Received for
aII Counselors and Staff

ld. RF1-3b: HUD 9902-Filed Electronically in a
timely manner

1f. RF1-3d: Performance Reviews
1h. RF1-4a: Performance Evaluation

Primary R. Strength: + =
Reviewers Strength: + =
Final Primary Reviewer Strength: + =
Primary R. Weakness: + —

Reviewers Weakness: + —

Final Primary Reviewer Weakness: + =

2b. RF2-2: Departmental Folicy Friorities 1 2 o 3

Primary R. Strength: + =

Reviewers Strength: + =

Final Primary Reviewer Strength: + =
Brimary R. Weakness: + —

Reviewers Weakness: + —

Final Primary Reviewer Weakness: + =

3b. RF3-1b: Types of Counseling 4 4 o 3
3d. RF3-1d: Marketing and Outreach 1 1 o 0
3f. RF3-2b: Capacity 1 1 o 0
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s e e o e -
Primary R. Weakness: + —
Reviewers Weakness: + —
Final Primary Reviewer Weakness: + =

4. Leveraging Resources 10 a 10

Primary R. Strength: + —

Reviewers Strength: + =

Final Primary Reviewer Strength: + =
Primary R. Weakness: + =

Reviewers Weakness: + —

Final Primary Reviewer Weakness: + =

5. Achieving Results and Program 10 0

Evaluation “E

10
Sa. RF5-1a: Outputs/Services

5h. RF3-1b: Cutcomes

Sc. RF5-1c: Logic Model Projections

=W W
| W
olalola oo
ok w @

5d. RF5-1d: Evaluation Tools

Primary R. Strength: + —

Reviewers Strength: + =

Final Primary Reviewer Strength: + =
Primary R. Weakness: + =

Reviewers Weakness: + —

Final Primary Reviewer Weakness: + =

Total 88 4] 100 2

Print

Figure 33.B. Reviewer — Reports: Reviewers Final Report Result

Note: In order to maximize or minimize these comments either select the + — . Provided below is an
example of the comments boxes maximized in order to read the comments by those who reviewed this
agency’s request.

Primary R. Strength: + =
2 bilingual counselors on staff; no performanc review conducted last year. Director has
more than 8 yrs of experience. Most of the counselors have certifications.

Reviewers Strength: + =

this rating factor was well organized and easy to read. applicant addressed most of the
guestions.

Final Primary Reviewer Strength: + —

Primary R. Weakness: + =
Lost point for timeliness of 9902

Figure 33.C. Reviewer — Reports: Reviewers Final Report Result — Strengths and Weaknesses

Note: If a primary reviewer has not reviewed a specific application, you will see the following message at
the top of a report.
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No primary reviewer review on this application
Click back button to choice other application.
Please try again.

Primary Reviewer Final Comment - Chairman Reports

Figure 33.D. Reviewer — Reports: Reviewers Final Report Result — No Review Alert

6.3 Funding Allocations

The Program Manager at HQ enters all of the funding allocations. HCS supports two methods of
allocating funds. The first method allocates by grant type only. The second method used in previous fiscal
years is according to grant type and HUD office. Depending on which method used by HQ, the funding
allocation information available to a Reviewer is different.

1. From the upper navigation menu, click the Funding Allocations hyperlink. The Grant Funding
Allocation — 20XX screen appears.

Grant Funding Allocation - 2009

Show History OYes @' No
HUD Total @
INTERMEDIARY -1
COMP-1-1 §25,727,323.00
LORC-1-3 8992 677.00
FLMF-1-4 §798,272.00
HECK-1-2 $6,500,000.00
TRNG-1-5 §5,000,000.00
TOTAL  $39,018,272.00 §39,018,272.00
LHCA-2
COMP-2-1 217,111,728.00
LORC-2-3 §904,358.00
HECM-2-2 §1,000,000.00
TOTAL  518,016,085.00 $19,016,086.00
MS0-3
COMP-3-1 £1,570,000.00
LORC-3-3 $99 653.00
HECH-3-2 £345,300.00
TOTAL §2,015,953.00 §2,015,953.00
SHFA-4
COMP-&-1 §2,650,000.00
LORC-4-2 3149 689.00
TOTAL £2 799 689.00 $2,799,689.00
GRANT TOTAL 562 850,000.00 §62,850,000.00
& L
Werify Excel

Figure 34.A. Reviewer — Funding Allocations: Funding Allocation by Grant Category

2. When the method of allocating funds is according to grant type only, The Funding Allocation
20XX by Grant Category is displayed.
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3. To view the allocations described by Grant Type, click the red dot circled below.

TN

COMP
HECM
LORC
FLMF

TRNG

20O,

Grant Type

Allocation Total Validation
$47,059,051.00 $47,059,051.00
£2 146,377.00 £2 146,377.00
5798,272.00 5798,272.00
$5,000,000.00 $5,000,000.00

| Verify | | Excel |

Difference
0.00
50.00
£0.00
50.00
50.00

Figure 34.B. Reviewer — Funding Allocations: Funding Allocation By Grant Type
4. To view the Grant information in matrix form, click the blue dot, as depicted below.

—

O

Application
Category
INTERMEDIARY

INTERMEDIARY
INTERMEDIARY
INTERMEDIARY
INTERMEDIARY
LHCA

Grant Type

COMP
HECHM
LDRC
FLMF
TRNG
COMP
HECHM
LDRC
COMP
HECHM
LDRC
COMP
LDRC

Excel

Appropriations

525 727,323.00
$6,500,000.00
5992,677.00
$798,272.00
£5,000,000.00
$17,111,728.00
£1,000,000.00
$904,358.00
£1,570,000.00
5346,300.00
£39,653.00
£2,650,000.00
5149,689.00

Figure 34.C. Reviewer — Funding Allocations: Funding Allocation Grant Matrix Validation

5. To see additional information (such as the validation or difference), click the green dot. Those
two fields will be displayed.
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Show History O‘r’es @ No
HUD Total Validation Difference
INTERMEDIARY-1
COMP-1-1 $25,727 323.00
LORC-1-2 55992 677.00
FLMF-1-4 5798, 272.00
HECM-1-2 $6,500,000.00
TRNG-1-5 55,000,000.00
TOTAL $35,018,272.00 §39,018,272.00 $359,018,272.00 £0.00
LHCA-2
COMP-2-1 517,111, 728.00
LORC-2-3 $504,358.00
HECM-2-2 51,000,000.00
TOTAL $15,016,086.00 §19,016,086.00 5$19,016,086.00 £0.00
MS0-3
COMP-3-1 $1,570,000.00
LORC-3-3 $99,653.00
HECM-3-2 £345,300.00
TOTAL $2,015,953.00 $2,015,953.00 $2,015,953.00 0.00
SHFA-4
COMP-4-1 52,650,000.00
LORC-4-3 5149 689.00
TOTAL $2,799,689.00 $2,799,689.00 $2,799,689.00 S0.00
GRANT TOTAL $62,850,000.00 $62,850,000.00 $62,850,000.00 20.00
@ ]
\erify Excel

Figure 34.D. Reviewer — Funding Allocations: Funding Allocation Additional Information

6. To see the history of this funding allocation, click Yes next to Show History. The history appears
at the bottom of the screen.

TOTAL 52,015,953.00 $2,015,953.00
SHFA-4
COMP-4-1 52 650,000.00
LDRC-4-3 5148 689.00
TOTAL $2,799,589.00 $2,799,689.00
GRANT TOTAL  $62,850,000.00 $62,850,000.00
@ ™

Show History

Allocation History -
Neo information available

Figure 34.E. Reviewer — Funding Allocations: Funding Allocation Show History

7. To verify the funding allocation, click Verify. A confirmation message appears.
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Microsoft Internet Explorer, E|
L E Werification successful!
L

Figure 35. Reviewer — Funding Allocations: Funding Allocation Verification Message

8. You have now verified this information. Click OK.

9. To export this Funding Allocation information into an Excel spreadsheet, click Excel. When the
following dialog box appears, decide whether to Open, Save, or Cancel the spreadsheet.

File Download

Do you want to open or save this hile?

@ j Mame: Funding_allocation. xls
Hl

Type: Microsaft Excel Warksheet
From: 10.1.1.106 i

Open ][ Save ][ Cancel l

Alwayz azk before opening thiz lppe of file

Whhile files from the Internet can be useful, zome files can potentially
harm your computer. If pou do nat trust the zource, do not open or
zave this file. What's the rizk? ‘

Figure 36. Reviewer — Funding Allocations: Funding Allocation Export to Excel

You have now finished using the HCS system’s Funding Allocations feature.
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7.0 GTR

The HUD GTR role within HCS provides the GTR with the ability to oversee the business process of the
HUD-9902 submission process as well as the Grants Process. They have the access rights and capabilities
of an Agency User as well as the capability to review the Grants Process. Within HCS, the HUD GTR has
the ability to:
e Perform Agency searches, and access to counselor & client information.
e Submit/Review HUD-9902 forms
Enter the Grant Processing section of HCS to:
o Setup Grant Applications
o Score Grant Applications
o Final Score for Primary
o Calculate Recommended Awards
o Input Awards and Sub-Allocations
View Submission Verification
View Funding Allocations
Access the following Reports:
o Application Progress Status
Application Score Status
Awards Recommendation
Awards Report
Awards Report by Agency
Awards Report by Office
Awards Report by State
Funding Report Search
Reviewers Final Report
Reviewers Report
Application Number Reference

O OO0 O OO0 O OO0 O0

Upon logging into the system as a GTR, you will see the following screen:

HOME AGENCY HUD-9902 GRANTS SUBMISSION VERIFICATION  FUNDING ALLOCATIONS REPORTS

H17762 / JENNIFER SICA

Figure 37. GTR — Home Page

7.1 Agency

As a GTR, you can also review or submit information about the agencies that you are involved with.
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7.1.1 Agency Search

1. From the top navigation menu, click the Agency hyperlink. The Agency Search screen appears.
You can also access this from the Agency Search sub-menu option.

2. Click the dropdown box to select the fiscal year you wish to search for, and click Go button.

Agency Search

Select the fiscal year you wish to search: | 2010 + | Go

Figure 38.A. GTR — Agency: Agency Search

3. The Agency Search for FY 20XX screen appears. From here you will be able to perform a Basic
Search, or perform an Advanced Search. To go to the Advanced Search click the Go to advanced
agency search hyperlink.

4. On the Agency Search page, the following listed search criteria have multiple selection enabled
controls. Users can Click the field to display choices and select multiple items, or select one field
to search. You can also enter values with comma to delimit list of values.

Agency Status & Validation
Grant & 9902 Information

a. Agency Information

b. HUD Office & GTR

c. Agency Location

d. Agency Type & Services
e.

f.

5. Fill out the form and click the Search button. The Agency List screen appears.

Agency Search for FY 2010

Search for Agencies using criteria below. To select multiple values hold Ctrl or shift key
while clicking on various values. You can also type list of values divided by comma.

*Agency ID

Agency Name

Go to advanced agency search

Figure 38.B. GTR — Agency: Basic Agency Search for FY 20XX
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Advanced Agency Search for FY 2010

Back to simple agency search

Search for Agencies using criteria below. To select multiple values hold Ctrl or shift key while clicking on various values. You can also type list of values divided

by comma.
Search
Where do you want to search? | Assigned Area ¥ | assigned Area - results are editable; HUD Wide read only
* | = Search by Agency Information
= Agency ID| Agency Name |
Sub-Agencies List of Parent
Agency
]
Has Sub-Agencies SmeiS(S:il\-o‘I§| |
* | = Search by HUD Office and GTR
* HUD Office |
GTR Assigned - GTR Name | v|

* | ~ Search by Agency Location

=l | e S B B

* | ~ Search by Agency Type and Services
= Agency Type| | * Counseling Services Provided| |
* | ~ Search by Agency Status and Validation
= Status| | Validated
Last Update - -
Date Eletween| | and| \

. . -

Validated Date Validated Date Between | B and| E
Active Status Expiration days after today's Active Status - -
Expiration D I:I Hate Expired or will Between L ar‘ld| i

Expire Previous dates shows agencies that already expired; future dates
shows agencies about to expire.

* | ~ Search by Agency Grant and 9902 Information
- * ou must select 9902 report period when you selected "ves" or Delinguent in
Submitted 9902 - "Ma" from submitted 9902 Federal Debt

HUD 9902 Report Period Applied for Grant
Individual 9902 Submission Grant Funded Last
Year

Required

* Grant Type|
* You must

ct "Grant Funded Last Year" when vou selected "Grant Type"

| Search | | Clear the Search Criteria |

Figure 38.C. GTR — Agency: Agency Search for FY 20XX
Note: Provided below is an example of an Agency List Search result.
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Agency List

1 Agency(s) Found

# Fiscal Year:2009

Search Criteria: |, _". "n. 'goooo

Mew Agency | Agency List | Invalid Emails | Valid Emails

Agency Spreadshest Bulk Approval
Select: All, None
Agency Last Last Edit
Agency ID Agency Name Address State e Updated user
[] 80000 GREENFATH INC. 38505 Country Club Dr M1 LHCA 03/08/2010  MX0000

Farmington Hills

Figure 39.A. GTR — Agency: Agency List

6. To retrieve a list of email addresses for the agencies listed, click the Valid Emails hyperlink. A
list of valid email addresses is listed from which an exported file can be generated.

Agency List

1 Agency(s) Found

# Fiscal Year:2009

Search Criteria: | , _°7n: 80000

MNew Agency | Agency List | Invalid Emails | Valid Emails

Agency Spreadsheet Bulk Approval
Export
Agency ID Agency Name Valid Email Address
80000 DELAWARE OPPORTUNITIES, INCORPORATED

mary.kilmer@delawareopportunities.org

Figure 39.B. GTR — Agency: Agency L.ist Valid Emails

7. To view a list of agencies that do not have a valid email address, click the Invalid Emails
hyperlink. A list of agencies that do not have a valid email address is listed. From this list, you
can edit or enter a valid email address for the agency.

a. To edit or enter a valid email address for the agency, Click the email text in the Invalid
Email Address column.

b. Aninput box with an Update and Cancel button appears.

c. Enter avalid email address and click the Update button to save or Cancel to undo.

d. Once Updated with a valid email address, the agency is removed from the current list and
added to the Valid Emails list.
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Agency List

175 Agency(s) Found

* Fiscal Year:2010

Search Criteria: #* HUD Office: Headquarters SF-HUD

MNew Agency | Agency List | Invalid Emails | valid Emails

Agency Spreadsheet Bulk Approval

Agency ID Agency Name Invalid Email Address

80848 ACORN HOUSING, AUSTIN, TX [Jsmith@aol con] |[ﬁpdate [—]Cancel
80596 CCCS - MID-CITIES A
84498 CCCS IF MARYLAND AND DELAWARE W
84497 CCCS OF MARYLAND AND DELAWARE A
84439 CCCS OF MARYLAND AND DELAWARE W
84502 CCCS OF MARYLAND AND DELAWARE A
84503 CCCS OF MARYLAND AND DELAWARE i
84504 CCCS OF MARYLAND AND DELAWARE WA
84505 CCCS OF MARYLAND AND DELAWARE i
80451 CCCS OF N CENTRAL TEXAS - LEESBURG WA
81659 CCCS OF N CENTRAL TEXAS - PLANO Wi
82740 COMMUNITY HOUSING SERVICES, INCORPORATED A

Figure 39.C. GTR — Agency: Agency List Invalid Emails
8. If you want to export the agency list to an Excel spreadsheet, Click the Agency Spreadsheet
button. The File Download dialog box appears.

9. Select to either Open or Save the file and then return to Agency List screen.

[= &

File Download X

Do you want to open or save this file?

L:g j Mame: agency.xls
Hl Type: Microsoft Excel Worksheet

From: 10.1.1.126

Open ] [ Save ] [ Cancel

Always azk before opening this type of file

harm your computer. If you do not trust the source, do not open or

@ While filez from the Internet can be useful, some files can potentially
zave this flle. ‘What's the rizk?

Figure 40. GTR — Agency: Agency List File Download Dialog Box.

To view more information about or to update data of an agency listed in the Agency List page, click the
agency’s name hyperlink in the Agency Name column. The Agency Summary screen for that agency
appears.

10. From the Agency Summary screen, you have six tabs to choose from to view more detailed
information regarding that specific agency. You can view information on:
a. Agency Summary
b. Agency Information
c. Personnel
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d. Contact Information
e. HUD Affiliation
f. Counselor/Client

Note: You will be able to edit some information found in these tabs; however the edit function is not
available in all fields.

11. From the Agency Summary you are able to add and delete HUD Comments.

DELAWARE OPPORTUNITIES, INCORPORATED

Agency ID: 80000 Agency Type: LHCA Fiscal Year: 2010 Status: Approved
Agency Services Begin: 04,/21/2008 Mext Schedule Review NLT Date: 09092010
CMS: HCS
Data Inputand Validation Commanis: Add New
Last Data Input By: H18798 Subject auth oot e
Last Data Input Date: 01/11/2010 ubj uthor ate 1on
Last Validated By: MX0D00 Validation Due H18798 10/08/2009 Delete

Last Validated Date: 10/27/ 2009
Next Validation NLT Data: (01/25/2010)

Guarter 4 submission status

Essential Contacts 10/28/2009 v

HUD Agency Contact:

HUD POC Phone:
HUD POC Email:

AR

Quarter 1 submission status
GTR Assigned: 01/28/2010 ¢
Quarter 2 submission status
Clients & Counselors 2ccesz 9902 /A
Counselors Clients Quarter 3 submission status
Projected for FY: o accass 9502 NiA
Declared in 9902: o —
Reported : ° ° Quarter 4 submission status
access 3302 N/ A
HUD Web Site ¢ HUD IVR \/

Agency Address:
Agency Web Site:
Agency Email:
IVR Posting:
Web List Posting:

Counseling Services:

v
v
v
v
v
v
v

Languages:

Figure 41.A. GTR — Agency: Agency Summary

12. To add a HUD Comment, click the Add New hyperlink found next to comments in the HUD
Comments box.

Cammanti: Add Naw
Subpect Aukhar Cata Achean

Walidation Cuw H1BTS8 10708/ 2009 Calete

Figure 41.B.1. GTR — Agency: Agency Summary — HUD Comments
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13. Enter the Subject and your comment, and click Save, to save the comment, or Cancel to close the
Comment box.

Figure 41.B.2. GTR — Agency: Agency Summary — Add New HUD Comment

14. To delete a comment, click the Delete hyperlink located under the Action column.

15. Under the Agency Information you are able to alter the following:

a.

b.

C.
d.

e.

Click an agency designation in the Agency Designations field. Your choices include:
Faith Based, Colonias, and Migrant Worker.

If the agency is delinquent in federal debt, click Yes in the Delinquent in Federal Debt?
field.

Enter the federal tax ID number in the Federal Tax ID Number (TIN) field.

Enter the agency’s Dun & Bradstreet number (DUNS) number in the DUNS Number
field.

In the Additional Languages Provided, please select which other languages your
agency supports.

Note: The following information in 10 — 12 reflects the agency office information and will be used to post
on the HUD web site for the public to reference. Therefore, do not enter private information you do not
what the public to know.
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Agency Summary Personnel Contact Information HUD Affiliation Counselor/Client

[] validated?
Agency ID: 80000 . . . . P ———
ey Last Validated on 10/27/2009 (Next Validation Required by 01/25/2010)

Agency Name: DELAWARE OPPORTUNITIES, INCORPORATED
Agency Designations
[ Faith Base [ cColonias [ migrant warkers

Number of Counselors: 0 Number of Projected Clients: 0
Housing Counseling Services Provided as of:

04212008 |10

Delinquent in Federal Debt? [ Yes DUNS Number:
Federal Tax 1D Number (TIN): 020664538

- Far information about abtaining a DUNS number, please refer to
- 6063879 http://smallbusiness.dnb.com or call 866-705-5711
Education/Group Sessions

Session Title Session Date Attendees

Additional Languages Provided:

[J arabic [IFrench [JPortuguese [“lEnglish [JHmong
[Jcambodian [JHindi [JRussian [ spanish [creole
[cantonese [Oindonesian O swahili Orarsi [others
[ Chinese Mandarin [JKorean [Turkish [Jukrainian

[ czech [Iprolish [vietnamese [CasL

| 0K | | Cancel | Sub-Agency(s) Associated Applications:

Figure 41.C. GTR - Agency: Agency Information

13. Under the Personnel tab, you will need to input the following information:
a. Enter the Agency Manager, which will include their Business Title, Full Name, and Cell
Phone Number.
b. Enter the Agency Senior Executive, which will include their Business Title, Full Name,
and Cell Phone Number.
c. Enter the Agency Contact for HUD Use, which will include their Business Title, Full
Name, Cell Phone Number, and Email address.
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Agency Summary Agency Information - Contact Information HUD Affiliation Counselor/Client

[ validated?
Agency ID: 80000 . L . I ——
ney Last Validated on 10/27 /2009 (Next Validation Required by 01/25/2010)

Agency Name: DELAWARE OPPORTUNITIES, INCORPORATED

Agency Manager:

Salutation User ID: MX0000 Business Title |HUD Contact  +
|J0hn |x[Firsl: MName) I:I[Middle Init) Doe | *[Last Name])

Agency Manager's Cell Phone Number:
607 _|B&A 1600

:

Agency Senior Executive:

Salutation: Ms v Business Title: HUD Contact v
First Name: |J0hn | Last Name: |Doe |

Agency Senior Executive Phone:

607 _|BRA 1600 x |601
Agency Contact for HUD Use

Salutation: Business Title: HUD Contact A4

First Name: |Mary | Last Name: |Hart |
Agency POC Phone:
lsor  |-[sss |-[1850 [x[118 |

Agency POC Email:
|mary_hart@delaware0pp0rtunities.0rg|

Agency Contact for HUD Use

Salutation: Business Title: HUD Contact A

First Name: |I\u‘1ar3.r | Last Name: |Hart |
Agency POC Phone:

607 - 555 - 1650 x| 118

Agency POC Email:
mary_hart@delawareopponunities.orJ

| (0]34 | | Cancel | Sub-Agency(s) Associated Applications:

Figure 41.D. GTR — Agency: Agency Personnel

14. Under the Contact Information you will need to input/alter the following:
a. Enter the agency’s physical location address (including city and zip code) in the Address,
City, and Zip fields. Do not enter your mailing address if different.
b. Enter the agency’s phone number, fax, and e-mail address in the Phone, Fax, and Email
fields.

c. Enter the agency’s Web site address in the Web URL field.
d. If the agency has a toll free phone number, enter it in the Toll Free Phone field.
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Agency Summary Agency Information Personnel _ HUD Affiliation Counselor/Client

O validated?

Agency ID: 80000
g 4 Last Validated on 04/15/2010 (MNext Validation Required by 07/14/2010)

Agency Name: DELAWARE OPPORTUNITIES, INCORPORATED

Phvsical address:

[35430 State Hwy 10 | City: |[Hamden |

| | State: | MNew Yark v| *

| | -

| | 0 Please check the box if agency mailing address is the same of

agency physical address
Mailing address:
35430 State Hwy 10

| City: |Hamden |
I I State: | New York v |*=
| | i
Agency Contact:
Phone: Fax:
o7 [-[sss |_l1850 |x[118 | [eo7  [-[r46 |-[1648 |
Toll Free Phone:
| -| |- |
Email: Web URL:
m_hart@delawareopportunities_org| ,th:ffnfa |
| QK | | Cancel | Associated Applications:

Figure 41.E. GTR — Agency: Agency Contact Information

12. Under the HUD Affiliation tab you will be able to edit the following information:

Agency Name

Type of Agency

Status (Further information can be found in Section 7.2.2.1.)

HUD Office GTR

GTR Phone Number

HUD Office Assigned to

Types of Counseling Services

Zip Codes Affiliation(By pressing the Add Another Zip Code hyperlink, an input box
will appear which will allow you to insert a new zip code)

State Affiliations (By pressing the Add Another State hyperlink, a drop-down box will
appear)

j. Allow for Public Access

Se@ o a0 oTe
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DELAWARE OPPORTUNITIES, INCORPORATED

Status: Approved As Of: 09/09/2008 Up To: 09/09/2010 Change | View History

LHCA

Philadelphia (HOC)

Tvpes of Counseling Services:
OoFc - Mortgage Delinquency and Default Rescolution Counseling Oore - Mobility and Relocation Counseling
FHA - Fair Housing Assistance [JHEC - Home Equity Conversion Mortgage Counseling
HEP - Homebuyer Education Programs HIR - Home Improvement and Rehabilitation Counseling
[JHOM - Services for Homeless LM - Loss Mitigation
¥ mpm - Money Debt Management Omaor - Marketing and Outreach Initiatives
BC - Prepurchase Counseling FPC - Postpurchase Counseling
PRL - Predatory Lending RC - Renters Assistance

Public display options

Figure 41.F. GTR — Agency: Agency HUD Affiliation

13. Under the Counselor/Client tab, you will be prompted to a list of counselors that are under each
specific agency. From this tab, you can also perform a Counselor search, Add Counselor, and
perform a Client search.

14. Provided below is the screen that you will be prompted to for Counselor Search. This is further
explained in Section 7.2.3.
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=

Agency Summary Agency Information Personnel Contact Information HUD Affiliation _

The agency "GREENPATH INC." has 2 counselors and provides housing counseling services for over 0 clients.

Counselor search | Add Counselor | Client search

Figure 41.G.1. GTR — Agency: Counselor/Client

15. To add a new counselor, click the Add Counselor hyperlink, and you will be prompted to a form
which needs to be completed prior to officially adding that counselor. An example of this is
provided below. Once you have completed the necessary fields, click Add New to save this
counselor, or Clear, to erase previously input data.

Counselor Panel

Counselor Search _ Training Search

Add A New Counselor

* required field

Agency ID*

Counselor First Name™

Counselor Middle Initial:

Counselor Last Name™: |

o -
Employment Start Date™: I:Il“

Figure 41.G.2. GTR — Agency: Add Counselor

16. To perform a Counselor Training Search, click the Training Search hyperlink, and you will be
prompted to a search which will allow you to narrow down your results. An example of this is

provided below. Once you have completed your criteria, click Search to retrieve results, or Clear
to erase previously input data.
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I 1

Counselor Panel

Counselor Search Add Counselor _

Counselor Training Search

Fiscal Year:

Last Name: |

First Name: |

|
|
CMS Counselor ID: | |
|

Agency ID: |

HUD Office:[ |
Parent Agency ID: |
Last Training Date as of: l:l t—r
HECM Certified:

Figure 41.G.3. GTR — Agency: Counselor Training Search
17. By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.

Counselor Panel

Counselor Search Add Counselor _

Total 3 training records in fiscal year 2010

| Print The List || Excel Format |

Cases Unassigned 80640 Santa Ana (HOC) 11/01/2009
Joa Ramon 80439 Philadelphia (HOC) 07/10/1988
last COMS admin 1 goooz Atlanta (HOC) 05/01/2009

Figure 41.G.4. GTR — Agency: Training Search Results

18. If you desire to update this profile, edit the information you desire and click Update info to save
those changes, or Clear to remove that information.
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Counselar Search Add Counselor Training Search ( Counselor Profile

* required field

First Name™*:
Middle Init:

Last Name™*:

CMS Counselor ID:
Agency ID:

Agency Name:
Agency Type:

Last Training Date:

Employment Start Date*:

Employment End Date:
HECM Certified:

Counselor Profile

Facilitator

Warkshop

1zz

GO7E7

COMNSUMER CREDIT COUNSELING SERVICE
LHCA

01/01/2010

01/26/2010

Mo

Update infa

Clear

Counselor Training Info

Training Title:
Mew Counselar Training

Other Training Organization: Training Sponsor:
CCCS of LSS in 5D e

Training Date: Training Organization:
01/01/2010 Other

Figure 41.G.5. GTR — Agency: Agency Counselor/Client — Training Search — Counselor Profile

7.1.1.1 Agency Status Update

HCS User’s Manual

APPROVED — LHCA & Intermediaries
Agencies that applied and was approved to participate in HUD’s SF Housing Counseling program
and have a HUD-Approved certificate are the only agencies to have the Approved status.

PARTICIPATING — SHFA & Sub-Agencies

An agency that is participating in HUD’s SF Housing Counseling program on behalf of their
relationship with an Approved organization has Participating status. SHFA are approved by their
State and HUD recognizes them and allows SHFA to participate in HUD’s program as a courtesy.
Sub-agencies belonging to a HUD-Approved agency (LHCA & Intermediary) are participants in the
program so long as their parent organization remains Approved.

CONDITIONAL — All Agencies

Agencies maintain a Conditional status for a limited time until they satisfy a condition to be
Approved or Participating. The most applied situation is from the results of a recent BPR that an
agency must make corrections to deficiencies discovered during their Review. If an agency does not
attain an Approved or Participating status at the end of the Conditional period, HCS converts their
status to the appropriate Terminated status.

INACTIVE — All Agencies

Agencies that are no longer participating in the program but require access to HCS to complete their
9902 reports or update their records have the Inactive Status. The agency’s contact and counseling
information is not made publicly available through any of HUD’s systems or programs to reflect their
non-participatory status with the SF Housing Counseling Program. The agency’s profile is dormant
until their last action is complete.

TERMINATED (DISAPPROVED) — LHCA & Intermediaries
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An Approved agency that drops out of the program and no longer participates in the program is
terminated. Access to HCS is denied and their profiles are dormant.

TERMINATED (NON-PARTICIPATING) — SHFA & Sub-Agencies

Any SHFA that drops out of the program and no longer participating in the program is terminated. All
sub-agencies of a Terminated (Disapproved) agency are terminated from the program. Access to HCS
is denied and their profiles are dormant.

STATUS DURATIONS
Agency’s status can be changed any time depending upon their situation. Generally, however, the system
recognizes the following durations for each status.

APPROVED
LHCA = 2 Calendar Years. LHCA will renew their 2 year Approval status on the date of their
renewal.

INTERMEDIARIES = Fiscal Year (FY). Generally Intermediaries operate under a HUD Grant. Their
approval is therefore based on the fiscal year, to better track their duration under the grant.

PARTICIPATING

SHFA = opened. SHFA do not have a preset termination date so their Participating status remains
open indefinitely. The system does allow fix 2, 3, or 5 years settings if desired or an ending date can
be manually entered.

Sub-Agencies’ durations are the same as that of their Parent Agency. Sub-Agencies maintain the
same status and duration as that of their parent agency’s status. Individual sub-agency statuses can be
down-graded if their circumstance warrants it. Their statuses however cannot be extended beyond that
of their parent’s status. Keep in mind that LHCA that are temporary affiliate to Intermediary
maintains their Approval status independently regardless of the Intermediary’s status change.

CONDITIONAL

Settings = 15, 30, 45, 60, 90, & 120 days. Conditional is a temporary reprieve to maintain their
Approved or Participating status until their condition is corrected. If the conditions required to be
Approved or Participating are not satisfied, the status changes at the end of their end date to
Terminated.

INACTIVE

Settings = 15, 30, 45, 60, 90, & 120 days. Inactive is a temporary status to allow an agency to access
HCS to complete unfinished records or make data entry in their files. Another reason for an agency to
be inactive is that their counselors left the agency and agency becomes Inactive until they hire
replacement counselors. At the end of the status period, the status changes automatically to
Terminated unless a HUD user manually upgrades their status.

TERMINATED (Disapproved & Nonparticipating)
Setting is open until a HUD responsible person manually changes the status.

STATUS CHANGES
AUTOMATIC STATUS CHANGES
Unless a HUD user manually changes the status, HCS will make the following changes to ensure no
agencies remains in a non-terminated status indefinitely.

HCS User’s Manual Page 7-15



7.0GTR

Approved end date changes the status to Conditional for 30-days. This allows HUD users time to
make adjustments to correctly update the agency status.

Participating status for SHFA that exceeds the end date converts to Conditional for 30-days for the
same reason as above.

Conditional end date converts the status to Terminated. During conditional status the HUD user had
enough time to update the agency’s status if warranted. Ignoring the Conditional status implies the
condition was not satisfied and the agency should be terminated from the program.

Inactive end date converts the status to Terminated. The system assumes that the agency is not
coming back to the program and terminates their participation. If the agency is to be re-activated, a
HUD user manually changes the agency’s status.

Sub-Agencies are connected to their parent agency’s status. This relieves the HUD user from resetting
individual agencies. Individual sub-agencies can always be downgraded when warranted.

7.1.1.2 Update Status from Agency List

Agency Search results provide an option to update multiple agencies’ statuses with a single start date. The
duration of the approval period is determined according to the rules specified 7.2.1.1. above.
To update the active status of multiple agencies follow the steps below:

1. From the Agency Search for FY 2XXX page, select the criteria you wish to find agencies with.

a. The System displays a list of agencies that match your criteria.

b. Note the check boxes that appear next to some of the agencies listed. Only LHCA’s,
SHFA’s, Intermediaries, and Multi-State Organizations are permitted to have their
statuses updated from the search results page.

c. You can click the All hyperlink next to Select to check all checkable agencies in the list.
You can also click the None hyperlink next to Select to uncheck all agencies in the list.

2. After checking the agencies you want to update, click the Bulk Approve button.

Agency Spreadsheet Bulk Approval

Select: All, None

Agency ID Agency Name Address State A_%?Fr'lgy UpLéIaasife d LaﬁE Erdit
84473 4-SIGHT COUNSELING gi;:gi:::'jz\;u Mo LHCA 09/04/2009  MX4478
81155 A 1H HOUSING INCORPORATED ;f_4fofirsa“'°i5 LN Mo LHCA 10/04/2008  system
83751 ABYSSINIAN DEVELOPMENT CORPORATION £ U T2E ZHEE Ny LHCA 09/29/2009  MX3751

New York

Figure 42.A. GTR — Agency: Update Agency Status Bulk Approve

3. Enter the Approval effective date and click the Apply button to apply status change. If you wish
not to change the statuses, click the Cancel button or the Close button.
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Define Start Date (As Of) cl
os5e

Flease enter a Start Date (&= Of) for all selected agencies. This is
the date when all selected agencies will begin their approval period.

As OF: 04/19/2010 |

Apply | | Cancel

Figure 42.B. GTR — Agency: Update Agency Status — Bulk Approve

7.1.1.3 Update Status from Information

To update the status for a single agency, go to the agency profile for the agency you wish to update and
following the steps below:

1. Under the HUD Affiliation tab, you will see Status, with the option to either Change or View
History. Figure 44.A demonstrates the View History, and once in view mode, you have the
option to select Hide History.

Status: Participating As Of: 10/01/2009 Up To: 09/30/2010 Change | Hide History

Reason As Of Up To Author Date Status

Parent Agency:84539 status was changed. 10/01/2009 09/30/2010 H13932 11/02/2009 Participating

Status updated due to expiration of previous statu 10/01/2009 10/31/2009 SYSTEM 10/01/2009  Conditional

Parent Agency:84539 status was changed. 10/01/2009 10/31/2009 SYSTEM 10/01/2009 Conditional
01/06/2009 09/30/2009 H13932 01/06/2009 Participating

Figure 43.A. GTR - Agency: Update Agency Status — Agency Profile — View History

2. In the Status Change pop up box, you can change the following information:

a.

@+

Status — the Status options listed reflect only those statuses an agency type can have.
Please refer to Section 4.1.5 concerning active statuses. Changing statuses creates a new
status history record.

For — This option is only available for Conditional and Inactive statuses. It is used to
auto-calculate the Up To date.

Renew — This creates a new status history record instead of overwriting the current
status record. Renew is only applicable if the status has not changed but the As Of and
Up To dates have changed. If Status has changed, the Renew checkbox is ignored.
Status As Of Date — The effective date of the status

Status Up To Date — The last day on which the selected status is effective

Reason — A brief description for the reasoning behind updating the status

Comment — A longer description for the reasoning behind updating the status

3. Click the Apply button to save the status update.

4. After clicking the Apply button, the pop up box is closed and the updated status information is
displayed on the Agency Profile. You do not need to click the OK button to save the status
change as it has already been saved.
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|

10/01/2009
03/30/2010

Parent Agency:84539 status was changed.

Parent Agency:24539 status
was changed.

Figure 43.B. GTR — Agency: Update Agency Status — Agency Profile — Change

7.1.2 Add New Agency

You can click Add New Agency button from Agency Search page or from Agency List page to add a new
agency to the HCS system.

1. From the upper navigation menu, scroll over the Agency hyperlink. And select the Add New
Agency button.

2. Complete all of the required fields that are marked with *. Fields that are not marked with * are
not mandatory. Following are the Agency Profile required fields.

a.
b.
C.

d.
e.

Agency Name

Type of Agency: Following are the options of type of agency shown in the dropdown list.
HUD Office GTR: The GTR assigned to this agency, as well as their contact number and
office location.

Agency Manager: The Point of Contact for the newly formed Agency.

Physical Address: What is required is the City, State, and Zip Code of the Agency Office
location.

i. State: Select a state from the dropdown list where the agency physically resides
in. System automatically assigns a HUD Office to the agency based on the State
selected.

Fiscal Year: The fiscal year the new agency profile is being created for. The options are
‘This Year’ and ‘Next Year’.

Federal Tax ID Number (TIN): This is agency’s federal employer identification number.
The system defaults its value to *00-0000000°. If user leaves the default value unchanged,
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following warning message appears when the OK button is clicked by user to save data.
Click the OK button from the warning message window to continue the process.

Add New Agency Profile

Agency Name:

Type of Agency: Parent Org:

HUD Office GTR: GTR Phone:

4 - |- ||

HUD Office assigned to:
Select a HUD Office  #

Agency Manager:
(Salutation) -select- ¥

(Business Title) —select- v

(Middle Init) [ ]

(Last Name) |

Physical Address:

citv: |

State:

Fiscal Year:

Federal Tax ID Mumber (TIN):

Public display options
Allow for public access?

Allow public access through Zip Code Affiliations?

Allow public access through State Affiliations?

OK Cancel

Term:mraryr Affiliate

check this box if mailing address is the same of physical address

ThisYear Ne>ctYear *

Figure 44.A. GTR — Agency: Add New Agency Profile

Tvpe of Agency:
w

LHCA

SHFA

Multi-State Organization
Mational Intermediary
Regional Intermediary
Sub Grantee

Affiliate

Branch-MS0

Branch Local Agency
Branch Inter Agency
Branch Affiliate
Branch Sub Grantee

Figure 44.B. GTR — Agency: Type of Agency Dropdown List
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Agency Manager:

(Salutation) —select-- |w

(Business Title) —select— hd

(First Name) |

(Middle Init) |:|

(Last Name) ||

Figure 44.C. GTR - Agency: Agency Manager

Physical Address:

Gitv: | |+

check this box if mailing address is the same of physical address

|
|
|

Figure 44.D. GTR — Agency: Agency Physical Address

Fizcal Year: This Vear *
Federal Tax ID Number (TIN): - *

Figure 44.E. GTR — Agency: Fiscal Year and Federal Tax ID Number

Microsoft Internet Explorer

'T 00-0000000 is only the default Federal Tax ID Mumber (TIR).
[

You must enter the ackual TIMN number as soon as possible,

Figure 44.F. GTR — Agency: Default TIN Number Warning Message

Complete the form. To save, click OK button. To exit without saving, click Cancel button.
Screen returns to previous page.

7.1.3 Counselor Information

1. From the upper navigation menu, scroll over the Agency hyperlink. And select the Counselor
Information button.

2. Once you have completed your criteria, click Search to retrieve results, or Clear to erase
previously input data.
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_ Add Counselor Training Search

Counselor Search

Fiscal Year:

Counselor First Name: |

Counselor Last Name: |

|
|
CMS Counselor ID: | |
|

Agency ID @ |

HECM Certified:

Paosition: | |

HUD Office: | |

Parent Agency ID: |

Client First Name: |

Client Case Number: |

|
|
Client Last Name: | |
|
|

Client HECM Certificate Number: |

Figure 45.A. GTR — Agency: Counselor Information Search

6. Provided below is an example of the search results retrieved while performing a counselor search.

7. To view further information on a counselor, click the hyperlink found in the Last Name column.

By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.

Counselor Panel

_ Add Counselor Training Search

| Print The List || Excel Format |

Total 2 records in fiscal year 2009

Curry Ashley 12345678 30000 Philadelphia (HOC)
Waxer David 12345679 80000 Philadelphia (HOC)

=1

Figure 45.B. GTR — Agency: Counselor Search

8. If you desire to update this profile, edit the information you desire and click Update Profile to

save those changes, or Clear to remove that information.
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Counselor Search Add Counselor Training Search _

* required field

First Name™*:
Middle Init:

Last Name*:

CMS Counselor ID:
Agency ID:

Agency Name:
Agency Type:

Last Training Date:

Employment Start Date*:

Employment End Date:
HECM Certified:

Counselor Profile

Hassan

TWIN CITIES HABITAT FOR HUMANITY
LHCA

02042008 |\
-

H

Counselor Training Info

7.1.4 Client Information

Figure 45.C. GTR — Agency: Agency Counselor Information Profile

Client Search under the Agency tab provides the same options as demonstrated under the Agency Search
function (Section 7.2.2).

From the upper navigation menu, scroll over the Agency hyperlink. And select the Client Search

Select the criteria in which you would like to search for, and click Search to retrieve those
results, or Clear, to erase what was previously typed.

1.
button.
2.
HCS User’s Manual
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Client Search

** Tg select multiple values at once hold the Ctrl or Shift key while clicking on various items

Fiscal Year: | 2

0
g
5 2
p O
: 9
c
iz
A oo
=2 o
£ 2
2 G

Counselor Last Name: | |

Case Completed: ljl

Other HUD Program |
Place Based Rental Assistance
e .
HUD Funded: Purchase REQ Property
Rental Voucher

|

H
Atlanta (HOC)

Denver (HOC) _J
Headquarters SF-HUD |

. < 50% of Area Median Income (AMI)

A
- 50 - 79% of AMI EJ
.80 - 100% of AMI |

. Pre-Purchase Homebuyer Education
. Financial Literacy
. Resolve or Prevent Mortgage Delinquency

HECM Certified: ljl

Client HECM Certificate Number: | |

Figure 46.A. GTR — Agency: Client Search Options
3. To view further detail, click the hyperlink found under the Case Number column.
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1141179

1141868

1142308

1142287

1141840

1142447

1142240

1141258
1536466
1860964
22114

1780781

Mext 200 records

ABRAHAM

ALFRED

ALLEN

ALTEA

ANDERSOM

ANDERSOM

ANDERSON

BZLIN
Adams
Aleagena
Algee
Antonucci

Total 463 records in fiscal year 2010

SARAH

SARAH

LUTISHA

CHRISTINA

CONNIE

CAROL

KENYATTA

JIMMY
Tracy
Irene
Mary
Michael

TULEA oK
TULEA Ok
OKLAHOMA

CITY oK
TULEA oK
HASKELL Ok
TULEA Ok
TULEA oK
i EW CORCA (o]4

Sicklerville N1
wiilliamstown  MJ
Daytan OH
West Chester P&

80724

G0724

G0724

g0724

0724

80724

60724

0724
0941
50941
84573
50941

Denver (HOC)

Denver (HOC)

Denver (HOC)

Denver (HOC)

Denver (HOC)

Denver (HOC)

Denver (HOC)

Denver (HOC)

Philadelphia (HOC)
Philadelphia (HOC)
Philadelphia (HOC)
Fhiladelphia {(HOC)

| Print The List || Excel Farmat |

274

d. Locate, Secure, or Maint

Residence in Rental Housing -

2} Decided to remain in
current housing situation

d. Locate, Secure, ar Maint

Residence in Rental Housing -

9} Decided to remain in
current housing situation

d. Locate, Secure, or Maint

Residence in Rental Housing -

2} Decided to remain in
current housing situation

d. Locate, Secure, or Maint

Residence in Rental Housing -

9} Decided to remain in
current housing situatian

d. Locate, Secure, or Maint

Residence in Rental Housing -

9} Decided to remain in
current housing situation

191

15

209

191

Figure 46.B. GTR — Agency: Client Search Results
Note: Provided below is an example of the Client Profile.

Client Profile

First Name:
Middle Name:
Last Name:
Address1:
Address2:
City:

State:

Zip:

Phone:

Case Number:
Service:

SARAH

A

ABRAHAM

1616 W 47TH =T

TULSA

0K

74107
915-447-7776
1141179

Figure 46.C. GTR — Agency: Client Search Client Detail

7.2 HUD-9902

As a GTR, you can submit and review HUD-9902 forms. To do so, you must first search for the
agency on whose behalf you’d like submit or review.

7.2.1 9902 Data Reporting Status Inquiry

This feature is primarily a tool to track agencies that are required to submit their 9902 reports.

To view/update the HUD-9902 form, you must perform a 9902 Data Reporting Status Inquiry.
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1. From the upper navigation menu, click the HUD-9902 Processing hyperlink. The 9902 Data
Reporting Status Inquiry page appears.

2. In the drop-down box, select the fiscal year and reporting period that you wish to search. Then
click Continue. The 9902 Data Reporting Status Inquiry for FY 20XX screen appears.

9902 Data Reporting Status Inquiry

Select the fiscal year: | 2010 % | and reporting period: | Quarter 1 % | you wish to search

Continue

Figure 47. GTR — HUD-9902: 9902 Data Reporting Status Inquiry Fiscal Year Selection

3. To enter a single agency’s 9902 report, enter Agency ID in the upper section in 9902 Data
Reporting Status Inquiry page. Click the Submit Inquiry button, and 9902 form is displayed.

4. Complete all of the fields you want to search on or just leave the fields blank to retrieve all the
reported HUD-9902 forms. Click Submit Inquiry. The inquired 9902 result screen appears.

a. Agency ID — Allows you to extract information based on a particular Agency’s ID
number.

b. GTR Name — Allows a search to be performed based off of a particular Government
Technical Officer.

c. Agency Type — Allows a search to be made on an individual or multiple agency types.

d. Grant Awardees — This enables you to narrow down your results based on whether an
agency was awarded a grant.

e. Have Reported Individual 9902 — This enables you to narrow down your results based on
whether a particular Agency and individually reported their 9902.

f. Reported on Time — Along the lines of the 9902, this helps in determining if it was
reported on time.

0. Reported Data are Validated — Allows a search to be made on whether or not reported
data has been validated.

h. CMS — Allows you to perform a search based on various Client Management Systems.

_: - r._:
5. To get online help instructions for Form-9902, click the 17/ % putton found on the Search
page.

To access a list of Frequently Aslked Questions regarding the Housing Counseling Data Reporting system, click

here J',-'"Ir*, 'r:' . This button is al=o available on other pages in this system.

Figure 48.A. GTR — HUD-9902: 9902 Processing — FAQ
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3

HOUSING COUNSELING 9902 REPORTING

9902 Data Reporting Status Inquiry
for Quarter 4 of FY 2009

Instructions: + —

[
IL

Figure 48.B. GTR — HUD-9902: 9902 Data Reporting Status Inquiry Criteria Screen

6. Upon the retrieval of your search criteria, you can view the details of a 9902 form for any Agency
represented. This is done by clicking the 9902 hyperlink located under the Details header.
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Agency ID Agency Name
82337 15T CHOICE CREDIT UNION
25TH LEGISLATIVE DISTRICT
83759 COMMUNITY DEVELOFMENT
CORPORATION
84478 4-5IGHT COUNSELING
83504 A.G.A.P.E. CDC
83502 ABCD INC.
ABYSSINIAN DEVELOPMENT
83751 CORPORATION
80015 ACCESS INCORPORATED
84019 YWCA VIRGINIA PENINSULA
80824 YWCA-CCCS EL PASO DEL NORTE

REGICN

Print

1809 agency(s) have Reported
for Quarter 4 of Fiscal Year 2009

Inguiry Criteria: « Reporting Period: Quarter 4

Agency Type

Sub Grantee

Sub Grantee

LHCA

Sub Grantee

Sub Grantee

LHCA

Sub Grantee

LHCA

Export

# Fiscal Year: 2009

# Have Reported 9902: Yes

Agency Address

315 Auburn Avenue
Atlanta, GA 30303

815 M. Hickory Street
Chattanooga, TN 37404

937 Broadway
Broadway Plaza, Suite 305

Cape Girardeau, MO 63701

5205 Capital Boulevard
Suite 5293
Raleigh, NC 27616

1225 Gross Avenue N.E.
Canton, OH 44705-1605

4 W. 125 Street
MNew York, NY 10027

3630 Aviation Way
PO Box 4666
Medford, OR 97501

2702 Orcutt Avenue
MNewport News, VA 23607

1600 M. Brown St
El Paso, TX 79902-4725

Invalid Email List

Contact

404-332-5800
404-607-8252

423-698-5190
423-698-5191

573-334-7995
573-335-8610

915-876-1239
888-876-1238

330-455-6385
330-456-3913

646-442-5545
646-442-6598

541-779-6691
541-779-8886

757-245-6026
F57-247-56485

915-577-2530
915-533-8132

Email Address List

HCS

HCS

HCS

HCS

HCS

HCS

HCS

HCS

HCS

Data

Source Details

9902

9902

9902

9902

9902

9902

9902

9902

9902

Figure 49. GTR — HUD-9902: 9902 Data Reporting Status Inquiry Criteria Screen

Note: Provided below is an example of a 9902 form report.

Housing Counseling U.S. Department of Housing and OMB Approval No. 2502-0261
Agency Urban Development (Exp. 3/28/2009)
Activity R rt Office of Housing
ctivity Repo Federal Housing Commissioner
1. Counseling Agency Name 2. Reporting Period and Budget
Agency Name Reporting Period: Quarter 4 »
AFFORDABLE HOMES OF SOUTH TEXAS, INC. Fiscal Year: 2009
Agency ID: |80020 From: 10/01/2008
Agency Type: [LHCA To: 09/30/2009
Address: [nitial Submission
1420 Erie Avenue Date: A EEE
McAllen, TX 78501 Date Updated: 11/10/2009
Parent Agency Name(if applicable) [Total Annual Housing Counseling Program Budget, All Sources:
| 28000.00
Agency ID: HUD Funded Activity Ratio:
Agency Type: 0% (0)
\Validated: Yes Deadline for late submissions h.as .been extended until 02/28/2010
Updates are not allowed at this time
Last Validated: 11/12/2009 Validated by: Susan Aleman
HUD-9902 | HUD-9902 (Derived) | Logic Model
Counseling and
= Education
I Activities
= Lt"_:“_t'_“" Attributed to HUD
crivities Housing Counseling
Grant Funds
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3. Ethnicity of Clients (select only one)

a. Hispanic

b. Not Hispanic

c. Chose not to respond

Section 3 Total:

261

4. Race of Clients

Single Race

a. American Indian/Alaskan Native

b. Asian

c. Black or African American

d. Native Hawaiian or Other Pacific Islander

e. White

Multi-Race

f. American Indian or Alaska Native and White

g. Asian and White

h. Black or African American and White

i. American Indian or Alaska Native and Black or African American

j. Other multiple race

k. Chose not to respond

Section 4 Total:

261

5. Income Levels

a. < 50% of Area Median Income (AMI)

b. 50 - 79% of AMI

c. 80 - 100% of AMI

d. > 100% AMI

e. Chose not to respond

Section 5 Total:

261

6. Clients Receiving Education/Group Sessions

a. Completed pre-purchase homebuyer education workshop

b. Completed financial literacy workshop, including home financing, budgeting
and/or credit repair

H

gl

. Completed resolving or preventing mortgage delinquency workshop

d. Completed non-delinquency post-purchase workshop, including home
maintenance and/or financial management for homeowners

H

Completed fair housing workshop

Completed predatory lending workshop

e.
f.
g. Completed rental workshop
h. Other workshop

Group Session / Section & Total:

57

7. Numbers of Clients Counseled, by Purpose of Visit and Results

|a. Seeking Pre-Purchase Homebuyer Counseling

1) Purchased housing

2) Client will be mortgage ready within 90 days

3) Client will be Mortgage Ready after 90 Days; entered debt management plan or
some other type of long-term financial plan to prepare for homeownership

4) Receiving long term pre-purchase counseling

5) Entered lease purchase program

6) Decided Not to purchase housing; no further effort to prepare needed

7) Withdrew from counseling

8) Other

Section 73 Sub-total:

b. Seeking Help with Resolving or Preventing Mortgage Delinquency

1) Brought mortgage current
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2) Mortgage refinanced

3) Mortgage modified

4) Received second mortgage

5) Initiated forbearance agreement/repayment plan

6) Executed a deed-in-lieu

7) Sold property/chose alternative housing solution

8) Pre-forclosure sale

9) Mortgage foreclosed

10) Counseled and referred to another social service or emergency assistance
agency

11) Obtained partial claim loan from FHA lender

12) Bankruptcy

13) Entered debt management plan

14) Counseled and referred for legal assistance

15) Currently receiving foreclosure prevention/budget counseling

16) Withdrew from counseling

17) Other

Section 7b Sub-total:

21

c. Seeking Help with Home Maintenance and Financial Management for Homeowners

1) Obtained a Home Equity Conversion Mortgage (HECM)

2) Counseled on HECM; decided not to obtain mortgage

3) Obtained a non-FHA reverse mortgage

4) Received home equity or home improvement loan or other home repair
assistance

5) Received consumer loan (unsecured)

6) Mortgage refinanced

7) Counseled and referred to other social service agency

8) Sold house/chose alternative housing solution

9) Completed financial management/budget counseling

10) Completed home maintenance counseling

11) Counseled and utilities brought current

12) Counseled and referred for legal assistance

13) Currently receiving counseling

14) Withdrew from counseling

15) Other

Section 7c Sub-total:

|d. Seeking Help in Locating, Securing, or Maintaining Residence in Rental Housing

1) Received housing search assistance

2) Obtained temporary rental relief

3) Counseled and referred to agency with rental assistance program

4) Advised on recertification for HUD/other subsidy program

5) Counseled and referred to other social service agency

6) Counseled and referred to legal aid agency for fair housing assistance

7) Counseled and referred to legal aid agency for assistance with eviction

8) Found alternative rental housing

9) Decided to remain in current housing situation

10) Resolved issue in current tenancy

11) Entered debt management/repayment plan

12) Counseled and utilities brought current

13) Resolved security deposit dispute

14) Currently receiving counseling
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15) Withdrew from counseling
16) Other

Section 7d Sub-total: 0 0

le. Seeking Shelter or Services for the Homeless
1) Occupied emergency shelter

2) Occupied transitional housing

3) Occupied permanent housing with rental assistance

4) Occupied permanent housing without rental assistance
5) Counseled Referred to other social service agency

6) Remained homeless

7) Currently receiving counseling

8) Withdrew from counseling

9) Other

Section 7e Sub-total: 0 0
Individual Counseling / Section 7 a-e Total: 204 0
Total Counseling / Section 6 and 7 Total:| 261 0

8. HUD Housing Counseling Grant(s)-Summary Data
HUD Housing
Counseling Grant or
Sub-grant
Number/Source

HUD Housing
Grant Type Counseling Grant
Amount

Section 8 Totals: 50.00

9. Authorization:

| Input Official Agency Official

First Name: Isabel First Name: Isabel

Last Name: Mercado Last Name: Mercado

Title: Title: Agency Manager
Phone: Phone:

POF Version

Figure 50.A. GTR — HUD-9902: 9902 form
7. Complete all fields. Steps 8-14 explain important aspects of the HUD-9902 form.

8. Inthe Counseling Agency Name & Address area, keep the following information in mind:

a. Although the address shown may be modified on-line through the Agency Information
page of HCS, Housing Counseling Agencies should notify their respective HUD
Homeownership Center (HOC) of any address changes.

b. Reference to HUD HOC offices can be found at:
http://www.hud.gov/offices/hsg/sfh/hoc/hsghocs.cfm

c. Affiliates/branches are required to enter their Intermediary ID in the appropriate box on
the Agency Information page of HCS.

9. In the Reporting Period and Budget section, remember that this is an accumulating quarterly
report. All activities that took place from the first day of the fiscal year to the last day of the
reporting period should be included in the report. Quarter 4 Reporting Period is the same as an
annual report because it covers the entire fiscal year. Grant reporting period report are required
for those agencies who have a grant agreement with HUD and should specify the starting date and
ending date of the Grant reporting period.

10. Complete the Ethnicity of Clients, Race of Clients, Income Levels, and Number of Clients
Receiving Educational/Outreach Services sections.

Note: The report contains two data columns for all sections of the HUD-9902 form:
e All Counseling and Education Activities — Enter data covering all housing counseling activities,
including those performed under one or more HUD housing counseling grants.
e Counseling and Education Activities attributed to HUD Housing Counseling Grant Funds —
Starting in FY 2007 the HUD Grant Activities are automatically calculated based on the HUD
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Funded Activity Ratio in Section 2. This ratio is determined by the total HUD grant awards in
Section 8 divided by the Total Annual Housing Counseling Program Budget in Section 2. These
data elements are recalculated when you enter a value into the All Counseling Activities column
or when the Total Annual Housing Counseling Program Budget is changed.

11. For the Number of Clients Counseled, by Purpose of Visit and Results section, keep the
following information in mind:

a. Enter the number of clients to whom you provided counseling during the report period.
This might include clients who entered your workload the previous report period but you
carried over into and counseled during the current report period.

b. You are not reporting the number of individual persons you counseled. Examples: A
husband and wife or a brother and sister or three friends who are mortgagors under the
same note count as one client. Three renting families who experience the same problem
with the same landlord and come to your agency together for assistance count as one
client.

c. Seeking Shelter or Services for the Homeless — A client reported on this line must meet
the definition for "homeless™ or "homeless individual™ set forth in Section 103, General
Definition of Homeless Individual, of the Stewart B. McKinney Homeless Assistance Act
(Public Law 100-77). Instructions / Guidance and FAQ — The following hyperlink will
take you to the appropriate HUD website for form HUD-9902 instructions and FAQs. At
the top of the site under INDEX, select "reports (PDF page)" and you will be directed to
the proper location. Scroll down for further information at this location.
http://www.hud.gov/offices/hsg/sfh/hce/he_fag.cfm

12. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902. This
section is automatically calculated and shows the awards that were granted by HUD.

13. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902. This
section is automatically calculated and shows the awards that were granted by HUD.

14. For the Authorization section, the first and last name of the user logged into HCS who completes
this form is automatically entered for the Input Official when the Send button is clicked. The
Agency Official is the Director first name and last name from the Agency Information page of
HCS.

15. Starting in January of 2008, agencies can submit their client level data through a CMS system.
The HUD 9902 Form provides an automated tool that generates the HUD 9902 Form and Logic
Model from the client level data submitted. To view the client level data derived HUD 9902 Form
and Logic Model Click the HUD 9902 (Derived) and Logic Model tabs respectively

The HUD 9902 (Derived) provides a features which overrides the permanent HUD 9902 Form. To use the

client level data derived HUD 9902 Form as your permanent HUD 9902 Form click the Commit Data
button. This causes the System to overwrite the regular HUD 9902 Form.
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Denver, CO 80206-1208

Date Updated: [01/27/2010

Parent Agency Name(if applicable) [Total Annual Housing Counseling Program Budget, All Sources:

Agency ID:

| 214086.00|

Agency Type:

HUD Funded Activity Ratio:
14.13% (0.1413)

[Validated: Yes

Last Validated: 02/05/2010 Validated by: Gary Thacker

Deadline for late submissions has been extended until 02/28/2010

HUD-9902 I HUD-9902 (Derived) Il Logic Model

Commit Data

Counseling and

. Education
All Counseling and Activities

The HUD 9902 (DeriVEd) Form & LOgiC Education | o+ ibutad to HUD

LEIEE Housing Counseling

Model are dynamically calculated from Grant Funds

a. Hispanic

2- Ethnicity of Clients (selectonlyone) | c|jent data submitted by Agencies through

b. Not Hispanic

CARS. If not data is submitted through

c. Chose not to respond CARS, then theses two forms will be left

4. Race of Clients

blank.

Single Race

a. American Indian/Alaskan Native

Figure 50.B. GTR — HUD-9902: 9902 (Derived)

16. To view the Logic Model, Click the Logic Model tab and a new window is displayed that show
the Logic Model filled out with the client level data submitted through the CMS systems.

A B [ C D E] F ] G T H T T ] J
1] ! Applicant Name:| 18T CHOICE CREDIT UNION US Department of Housing and Urban Development
2 Project Name:|
= e
3
4| Period:| OMB Approval 2333-0114 exp. 08/30/2007
5 | TERM; Start Date: Component Name:
b HUD Program Name: Housing Counseling End Date]
7| Policy Prior-
8 | HUD Goals ity Problem, Need, Situation Service or Activities/Output Outcome Pre | Post Evaluation Tools
9 1 2 3 5 6
10 Policy Planning Programming Impact Measure Accountability
K Need for information and advice regarding home | Pre-PurchasefHome buying - Group workshops Counseled on pre-purchase/nome buying - Househalds
1z buying and homeownership Purchased home [ o
13 Financial lteracy - Group workshops Counseled on pre-purchase/nome ouying - Housenolds
4 Wortgage Ready within 90 days 1
15 Fair housing - Group workshops Counscled on purchase/home buying - Households
16 Rea in 90 to 180 days [ o
7 Predatory lending - Group workshops d on pre-purchase/home buying - Entered | _Households
I3 rehase Contract 1
9 Other - Group Workshops d on pre-purchase/home buying - Decided | _Households
Hi) O not to purchase housing; no further effort |
n Pre-PurchaseHome buying - One-on-one Households _| Counseled on pre-purchase/nome buying - Housenolds
2 counseling participants 2 | 0
2] d on pre-purchase/home buying - Other Households
i [ o
% Need for information and advice regarding i - Group workshops seled on mortgage delinguency - Brought Households
% or preventing mortgage delinquency or defautt morigage current | I
7 lorigage delinquency - One-on-one counseling Households _| Counseled on morigage delinquency - Referred to Householis
b participants O other social service agency or emergency |
9 Counseled on mortgage delinquency - Obtained Households
30 I partial claim loan from FHA lender [ 0
i Counscled on mortgage delinquency - Declared Households
2 | bankcruptcy [ ©
3 Counseled on mortgage delinquency - Entered debt | _Households
u | management plan |
35 d on mortgage delinquency - Referred for | Households
36 T stance [ o
7 d on mortgage delinquency - Withdrew Households
18 I [ o
39 Counseled on morigage delinquency - Other Households
0 | outcome [ ©
i1 [ leA i mnrtnane Aeinnnen Hnrinans Homeshnbis

Figure 50.C. GTR — HUD-9902: Logic Model

17. When you finish completing this form, click Send. A message appears at the top of your screen.

A 9902 report has been created in database.

If the calculated totals don't agree with your calculations,
yverify your entriesftotals and re-send the form if necessary,

HCS User’s Manual
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You have now successfully completed a HUD-9902 form.

There are other dynamics associated with the Data Reporting Status Inquiry, which are found at the
bottom of your returned search.

18. To print this list, click Print. A print dialog box appears allowing you to print the search results.

19. To export this list to Microsoft Excel, click Export. A File Download dialog box appears
allowing you to save or open the search results using Microsoft Excel.

1809 agency(s) have Reported
for Quarter 4 of Fiscal Year 2009

Inquiry Criteria: « Reporting Period: Quarter 4

& Fiscal Year: 2009
# Have Reported 9902: Yes

Agency ID Agency Name Agency Type Agency Address Contact S[;ﬂtrge Details
82337 15T CHOICE CREDIT UNION Sub Grantee itllg:;;?gg 3’“0";5';9 iSiI§§§I§§§§ HCS 9902
v DBHSIMDERERE oo  gmnreensne

937 Broadway . : _
84478 4-SIGHT COUNSELING LHCA g;opaedgiar;;rzl:ﬁ: Suite 305 S Hes 9902
5205 Capital Boulevard 919-876-1239 aa0
83504 A.G.APE. CDC Sub Grantee E:P:Qi?gNBC rete 888-876-1238 HCS
s sscome
svsi  ASCSIDNONEOMENT
' - ' 3630 Aviation Way 541-779-6691 sa0
80015 ACCESS INCORPORATED LHCA ;C;ﬁg;cd:l-%ﬁsg?sul 541-779-8386 HCS
Print Export Invalid Email List Email Address List
Figure 52. GTR — HUD-9902: 9902 Data Reporting Status Inquiry Results
20. To view the e-mail list for this agency, click Email Address List. The 9902 Inquiry Results
Email List screen appears.
21. To save the email list as a text file, click Text. A File Download dialog box appears; click Save
or Open.
22. When you are done reviewing the Email List, click Done. You return to the 9902 Inquiry Search
Results List screen
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9902 Inquiry Results Email List

Valid Email Addresses

Inquiry Criteria: =«
-
-
.
-
Ag;a[r)lqr Agency Name
81612 CATHOLIC CHARITIES - LA CROSSE, INC.
80629 CATHOLIC CHARITIES BUREAU
84574 CATHOLIC CHARITIES DIOCESE OF ALLENTOWN
84578 CATHOLIC CHARITIES DIOCESE OF GREEN BAY
84572 CATHOLIC CHARITIES DICCESE OF NEW ORLEANS
84576 CATHOLIC CHARITIES GALVESTON HOUSTON
80952 CATHOLIC CHARITIES HAWAIL
80541 CATHOLIC CHARITIES HOUSING OPPORTUNITIES
80948 CATHOLIC CHARITIES HOUSING RESOURCE CENTER
84577 CATHOLIC CHARITIES HOUSING SERVICES
82140 CATHOLIC CHARITIES KANSAS CITY, MO
80434 CATHOLIC CHARITIES OF ASHTABULA COUNTY
84575 CATHOLIC CHARITIES OF CENTRAL TEXAS
82146 CATHOLIC CHARITIES OF CORPUS CHRISTI
82251 CATHOLIC CHARITIES OF EAST TENNESSEE
81392 CATHOLIC CHARITIES OF EASTERN VIRGINIA
81394 CATHOLIC CHARITIES OF SAINT PETERSBURG
Done

23. To view the missing and invalid e-mail address(es) for this agency, click Invalid Email List. The

Reporting Period: Quarter 1

Fiscal Year: 2010

HUD Office: Headquarters SF-HUD

Have Reported 9502 Yes

Reported On Time: Yes

Agency Email
* Click On Email Address to Edit. After updates are made, an asterisk appears
to mark that the email was updated.

mjacobson@cclse.org
cmyrick@cchjax.org
hstrohm@allentowndiocese.org
blison@gbdicc.org
rcroft@archdiocese-no.org
rdixon@catholicharities.org
info@catholiccharitieshawaii.org
ggarchar@youngstowndiocese.org
mfehner@cestl.org
bketcham@cchsyakima.org
dmaples@ccharities.com
lynnz@doyccac.org
steve-stokes@austindiocese.org
ddean@diocesecc.org
christine@ccetn.org
lgallagher@cceva.org
slopez@ccdosp.org

Text

Figure 53. GTR — HUD-9902: Inquiry Results Email List

9902 Inquiry Results Email List screen appears.

HCS User’s Manual

Page 7-34




7.0GTR

9902 Inquiry Results Email List

Missing/Invalid Email Addresses

Inquiry Criteria:

Reporting Period: Quarter 1

* Fiscal Year: 2010
« HUD Office: Headgquarters SF-HUD
# Have Reported 9502: Yes
# Reported On Time: Yes
Agency ; ; ; Agency Email ;
D Agency Name * Click On Email Address to Edit. After upd_ates are made, an asterisk appears to mark that
the email was updated.
82259 HOUSING EDUCATION RESCURCE CENTER N/A
54287 SCOUTHSIDE COMM DEVEL & HOUSING N/A
54437 METROPOLITAN MILWAUKEE FAIR HOUSING COUNCIL N/A
50604 CENTRO DE APOYO FAMILIAR (CAF) N/&
80605 COMMUNITY HOUSING WORKS N/A
84330 HARVEST AMERICA N/&
80627 IN CHARGE DEBT SOLUTICNS N/A
84684 PATH STONE N/A
80628 SOUTHWEST KEY PROGRAMS, INC. n/a
81001 NEIGHBORWORKS HOME RESOURCES N/A
g§2812 CALIFORNIA RURAL LEGAL ASSISTANCE N/A

CALIFORNIA RURAL LEGAL ASSISTANCE-MARYSWILLE

82810 OFFICE NS&
81240 ASSOCIATION HOUSE /A
84558 BROOKLYN HOUSING AND FAMILY SERVICES NS&
84211 CENTER FOR WORKING FAMILIES /A
81238 HUMBOLDT PARK SQCIAL SERVICES NS&
81261 NEAR WESTSIDE COMMUNITY DEVELOPMENT N/A
CORPROATION
81239 SOUTHEAST CHICAGO DEVELOPMENT COMMISSION N/A
83795 ST NICHOLAS NEIGHBCRHOCD PRESERWATICN N/A
CORPORATICN
84219 UNIVERSITY SETTLEMENT NS&
82937 WEST JACKSCN CDC NS&
Daone
Figure 54.A. GTR — HUD-9902: 9902 Inquiry Results Invalid Email List
a. To update the invalid email address, Click the invalid email address text under Agency
Email.
b. An input box appears with two buttons, Update and Cancel.
c. Enter avalid email address and click the Update button to save.
9902 Inquiry Results Email List
Missing/Invalid Email Addresses
Inquiry Criteria: e Reporting Period: Quarter 1
* Fiscal Year: 2010
» HUD Office: Headquarters SF-HUD
# Have Reported 9502: Yes
* Reported On Time: Yes
Agency Agency Email
D Agency Name * Click On Email Address to Edit. After updates are made, an asterisk appears to mark that the
email was updated.
82259 HOUSING EDUCATION RESOURCE CENTER |tegting@ag|_cgm | Update || Cancel
84287 SOUTHSIDE COMM DEVEL & HOUSING /A
METROPOLITAN MILWAUKEE FAIR HOUSING
84437 e UNeIL N/A

Dane

Figure 54.B. GTR —HUD-9902: 9902 Inquiry Results Invalid Email List — Edit
24. When you are finished reviewing this list, click Done to be returned back to the 9902 Inquiry

Results list screen.
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9902 Inquiry Results Email List

Missing/Invalid Email Addresses
Inquiry Criteria: # Reporting Period: Quarter 1

Agency

D Agency Name
82259 HOUSING EDUCATION RESOURCE CENTER
84287 SOUTHSIDE COMM DEVEL & HOUSING
ga437 METROPOLITAN MILWAUKEE FAIR HOUSING

COUNCIL

& Fiscal Year: 2010

» HUD Office: Headquarters SF-HUD
* Have Reported 9902: Yes

* Reported On Time: Yes

Agency Email
* Click On Email Address to Edit. After updates are made, an asterisk appears to mark that
the email was updated.
testing@acl.com *
M/A

M/A

Dane

Figure 54.C GTR — HUD-9902: 9902 Inquiry Results Invalid Email List — Saved

25. To view more information about an agency listed on the agency search list, select an agency by
clicking the hyperlink under the Agency Name column. The Agency Summary screen appears, as

depicted in Section 9.2.1.

26. To view the HUD-9902 form for an agency, click the 9902 hyperlink. The HUD-9902 form

appears.

27. If you key in a parent agency ID to the Agency ID field in 9902 Data Report Status Inquiry

criteria page, you will get a consolidated non-editable 9902 data report.

1 agency(s) belonging to
CATHOLIC CHARITIES USA have Reported
for Quarter 4 of Fiscal Year 2009

Inquiry Criteria: Reporting Period: Quarter 4
Fiscal Year: 2009
Parent Agency ID: 807350

Have Reported 9902: Yes

CATHOLIC CHARITIES USA (80750): 1 Affiliate(s) have Reported i

Agency Agency Data Click for
Agency Name Agency Address Contact b
D gency Type gency Source Details
82257 CATHOLIC FAMILY AND Sub 24 DelGrasse Street 573-273-7100-20  |HCS
COMMUNITY SERVICES, & |Grantse |Paterson, NJ 07505 573-523-1150

CATHOLIC CHARITIES
AGENCY FOR THE DIOCESE
OF BATERSON

9902

Print Export Invalid Email List Email Address List

Figure 55.A. GTR — HUD-9902: 9902 Processing — Report of Affiliates Belonging to A Parent Agency

Have Reported 9902 Data

28. Upon selecting Consolidated 9902 you will be prompted to the report, presented as followed.

HCS User’s Manual

Page 7-36




7.0GTR

Totals for Sub-Agencies of
CATHOLIC CHARITIES USA
Agency ID: 80750
Agency Type: National Intermediary
HUD Office GTR: Ronald Bedoya
Number of Sub-Agencies Reported: 1

Fiscal Year: 2009

HCS User’s Manual

Reporting Period: HUD-9902 Data from Oct 1, 2008 to Sep 30, 2009

All Counseling

and
Education
Activities
3. Ethnicity of Clients (select only one)
a. Hispanic 130
b. Mot Hispanic 141
c. Chose not to respond 0
Section 3 Total: 271
4. Race of Clients
Single Race
a. American Indian/Alaskan Native 4]
b. Asian 0
c. Black or African American a7
d. Native Hawaiian or Other Pacific Islander 0
e. White 184
Multi-Race
f. American Indian or Alaska Native and White 4]
g. Asian and White 0
h. Black or African American and White 4]
i. American Indian or Alaska Native and Black or African American 0
J. Other multiple race u}
k. Chose not to respond u}
Section 4 Total: 271
5. Income Levels
a. < 50% of Area Median Income (AMI) 19
b. 50 - 79% of AMI 76
c. 80 - 100% of AMI 103
d. > 100% AMI 73
e. Chose not to respond 0]
Section 5 Total: 271
6. Clients Receiving Education/Group Sessions
a. Completed pre-purchase homebuyer education workshop 0]
b. Completed financial literacy workshop, including home financing, budgeting and/or 0
credit repair
c. Completed resolving or preventing mortgage delinquency workshop u}
d. Completed non-delinquency post-purchase workshop, including home maintenance 0
and/or financial management for homeowners
e. Completed fair housing workshop 0
f. Completed predatory lending workshop 0
g. Completed rental workshop 0
h. Other workshop 0}
Group Session / Section 6 Total: 0
7. Numbers of Clients Counseled, by Purpose of Visit and Results
a. Seeking Pre-Purchase H buyer Cou ling
1) Purchased housing 0}
2) Client will be mortgage ready within 90 days 0}
3) Client will be Mortgage Ready after 50 Days; entered debt management plan or 0
some other type of long-term financial plan to prepare for homeownership
4) Receiving long term pre-purchase counseling 0
5) Entered lease purchase progra 0
6) Decided Not to purchase housing; no further effort to prepare needed 0
7) Withdrew from counseling 0
g) Other 0
Section 7a Sub-total: 0
b. Seeking Help with Resolving or Preventing Mortgage Delinquency
1) Brought mortgage current 0
2) Mortgage refinanced 0

PDF Report

Counseling and Education Activities
Attributed to HUD Housing Counseling
Grant

70.17
76.11
0.00
146.28

0.00
0.00
46.96
0.00
99.32

0.00
0.00
0.00
0.00
0.00
0.00
146.28

10.26
41.02
55.60
39.41
0.00
146.29

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00

0.00
0.00

0.00

0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
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3) Mortgage modified
4) Received second mortgage
5) Initiated forbearance agreement/repayment plan
6) Executed a deed-in-lieu
7) Sold property/chose alternative housing solution
3) Pre-forclosure =ale
9) Mortgage foreclosed
10) Counseled and referred to another social service or emergency assistance
agency
11) Obtained partial claim loan from FHA lender
12) Bankruptcy
13) Entered debt management plan
14) Counseled and referred for legal assistance
15) Currently receiving foreclosure prevention/budget counseling
16) Withdrew from counseling
17) Other
Section 7b Sub-total:
c. Seeking Help with Home Maintenance and Financial Management for Homeowners
1) Obtained a Home Equity Conwersion Mortgage (HECM)
2) Counseled on HECM; decided not to obtain mortgage
3) Obtained a non-FHA rewverse mortgage
4) Received home equity or home improvement loan or other home repair assistance
5) Received consumer loan (unsecured)
&) Maortgage refinanced
7)1 Counseled and referred to other social service agency
3) Sold house/chose alternative housing solution
3) Completed financial management/budget counseling
10) Completed home maintenance counseling
11) Counseled and utilities brought current
12) Counseled and referred for legal assistance
13) Currently receiving counseling
14) Withdrew from counseling
15) Other
Section 7c Sub-total:
d. Seeking Help in Locating, Securing, or Maintaining Residence in Rental Housing
1) Received housing search assistance
2) Obtained temporary rental relief

3) Counseled and referred to agency with rental assistance program

4) Adviged on recertification for HUD/other subsidy program

5) Counseled and referred to other social service agency

6) Counseled and referred to legal aid agency for fair housing assistance
7) Counseled and referred to legal aid agency for assistance with eviction
8) Found alternative rental housing

9) Decided to remain in current housing situation

10) Resolved issue in current tenancy

11) Entered debt management/repayment plan

12) Counseled and utilities brought current
13) Resolved security deposit dispute
14) Currently receiving counseling
15) withdrew from counseling
16) Other
Section 7d Sub-total:
e. Seeking Shelter or Services for the Homeless
1) Occupied emergency shelter
2) Occupied transitional housing
3) Occupied permanent housing with rental assistance
4] Occupied permanent housing without rental assistance
5) Counseled Referred to other social service agency
6) Remained homeless
7) Currently receiving counseling
3) Withdrew from counseling
9) Other
Section 7e Sub-total:
Individual Counseling / Section 7 a-e Total:
Total Counseling / Section 6 and 7 Total:
&. HUD Housing Counseling Grant(s) Data
HUD Housing Counseling Grant or Sub-grant Application Number Grant Type

All HUD Grants

Mo o000 00 O 000 ROoOo

@
oo Moo oOoooooooooooo

-
—
HOQQQOHOoooOoooo oo

-
w

(=1
Qoo oo~

ma
e A=)
==l

271

0.00
0.00
2.16
0.00
0.54
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
2.70

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
4.32

0.00
0.00

4.32

0.00
43.18
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
59.92
0.00
0.00
0.00
0.00
103.10

36.17
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

36.17

146.29
146.29

HUD Housing Counseling Grant Amount
$1,056,325.88

Figure 55.B. GTR — HUD-9902: 9902 Processing — Consolidated 9902 Report

29. If you select ‘Headquarters SF-HUD’ from HUD Office dropdown, select ‘No’ from Have
Reported Individual 9902 dropdown, and click Submit Inquiry button. The following report
appears. In this report, name of parent agency, count and information of affiliates that have not
reported 9902 data, links to agency profile(s) and individual 9902 report(s) are available and are
grouped by parent agency name. You may click the individual 9902 report link to input 9902
data, or click agency name link to view or edit agency profile data.
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926 agency(s) belonging to the
Headquarters SF-HUD have Not Reported
for Quarter 4 of Fiscal Year 2009

Inquiry Criteria: « Reporting Period: Quarter 4
e Fiscal Year: 2009
# HUD Office: Headquarters SF-HUD
» Have Reported 9902: No

2 Agency(s) Having No Current Association

HOPE HOUSING COUNSELING - 315 E. 7th Straet 785-856-4444 .
83453 AGENCY dilats Lawrence, KS 66049 785-749-0095 1°°
NEIGHEORHOOD HOUSING )
80320 SERVICES OF NORTH TEXAS SubGrantee 2315 1 Main St Ste 201 el eny  MHCS 5902
(FORMERLY NHS OF FORT WORTH) ort Worth,

ACORN HOUSING CORPORATION (80753): 39 Affiliate(s) have Not Reported

Agency ID Agency Name Agency Type Agency Address Contact S[r:uarctae Details
- - 120 E. Colonial Dr. 407-254-5574
= 9902
83075 ACORN HOUSING , ORLANDO, FL Sub Grantee Orlando, FL 32801 407-354-0841 HCS
ACORN HOUSING BATCM ROUGE, Branch Inter 5177 Greenwell Spring Road _goc. 9902
84343 La Agency Baton Rounge, LA 70806 225-825-0837 HCS

Figure 56. GTR — HUD-9902: 9902 Processing — Report of Agencies Associated with Intermediaries in
HQ Have Not Reported 9902 Data

7.2.2 Analysis Reports Inquiry

As a GTR, you can perform an Analysis Reports Inquiry. The Analysis Reports Inquiry is used to
organize and/or retrieve 9902 information. It can be exported into Excel spreadsheet in order to
manipulate the data for other purpose.

1. From the top navigation menu, click Analysis Reports Inquiry hyperlink. The 9902 Data
Analysis Reports Inquiry page appears.

2. Complete all appropriate search fields in second half of the inquiry page and click the Submit
Inquiry button.

Note: To view the differences in Analysis Type options, skip to Step 5.
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HOUSING COUNSELING 9902 REPORTING
9902 Data Analysis Reports Inquiry

Agency ID Reporting Period Fiscal Year
Quarter 1 » 2010 Submit Inguiry Excel Form Report

OR
Use the following options to narrow your selection criteria.

Fiscal Year: | 2010 v
Reporting Period: | Quarter 1 v
(@) By Agency
® Cumulative Totals

O Percentages within total groups
O HUD Grants as a percentage of All Activities

Analysis Type:

Homeownership Center: | All Offices v
State: v
City:
Agency Type: | All Agency Types v
Submit Inquiry
Excel Form Report
Excel Report

Excel Report

To access a list of Frequently Asked Questions regarding the Housing Counseling Data Reporting system, click here J'/‘_ '(_J . This button is also available on

other pages in this system.

B

Figure 57.A. GTR — HUD-9902: 9902 Processing — 9902 Data Analysis Reports Inquiry

3. Key in agency ID into Agency ID field and click the Submit Inquiry button, a read-only 9902
report appears. If a non-parent agency ID is keyed in, an individual 9902 report is displayed.

Otherwise, a consolidated 9902 report will be displayed.

4. Key in agency ID into Agency ID field and click the Excel Report button, the File Download
window appears. Follow the prompt to Open or to Save 9902 data in Excel spreadsheet.

HOUSING COUNSELING 9902 REPORTING
9902 Data Analysis Reports Inquiry

Agency ID Reporting Period Fiscal Year

80000| Quarter 4+ 2009 » Submit Inquiry Excel Form Report

Excel Report

Figure 57.B. GTR — HUD-9902: 9902 Processing — 9902 Data Analysis Reports Inquiry — by Agency 1D

Note: Provided below is an example of a Data Analysis Report when pressing Submit Inquiry.
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DELAWARE OPPORTUNITIES, INCORPORATED

Agency ID: 80000
Agency Type: LHCA
HUD Office GTR: Glen Stopera
Reporting Period: HUD-9902 Data from Oct 1, 2008 to Sep 30, 2009
Fiscal Year: 2009

All Counseling

and
Education
Activities
3. Ethnicity of Clients (select only one)
a. Hispanic 4
b. Not Hispanic 129
c. Chose not to respond 0
Section 3 Total: 133
4. Race of Clients
Single Race
a. American Indian/Alaskan Native 0
b. Asian 1
c. Black or African American 11
d. Native Hawaiian or Other Pacific Islander 1
e. White 118

Multi-Race
f. American Indian or Alaska Native and White 0
g. Asian and White 0]
h. Black or African American and White 1
i. American Indian or Alaska Native and Black or African American 0
j. Other multiple race 0]
k. Chose not to respond 1
Section 4 Total: 133

5. Income Levels

a. < 50% of Area Median Income (AMI) 14
b. 50 - 79% of AMI 85
c. 80 - 100% of AMI 34
d. = 100% AMI 4]
e. Chose not to respond 0

Section 5 Total: 133

6. Clients Receiving Educationf/Group Sessions

a. Completed pre-purchase homebuyer education workshop 3
b. Completed financial literacy workshop, including home financing, budgeting and/or 2
credit repair
c. Completed resolving or preventing mortgage delinquency workshop 0
d. Completed non-delinquency post-purchase workshop, including home maintenance 0
and/or financial management for homeowners
e. Completed fair housing workshop 0
f. Completed predatory lending workshop 0
g. Completed rental workshop 0
h. Other workshop 0
Group Session | Section 6 Total: 5
7. Numbers of Clients Counseled, by Purpose of Visit and Results
a. Seeking Pre-Purchase Homebuyer Counseling
1) Purchased housing 3
2) Client will be mortgage ready within 50 days 5
3) Client will be Mortgage Ready after 50 Days; entered debt management plan or 0
some other type of long-term financial plan to prepare for homeownership
4) Receiving long term pre-purchase counszeling 1
5) Entered lease purchase progra 0
6) Decided Not to purchase housing; no further effort to prepare needed 1
7) Withdrew from counseling 1
3) Other 0
Section 7a Sub-total: 11
HCS User’s Manual

PDF Report

Counseling and Education Activities
Attributed to HUD Housing Counseling

Grant

0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00

0.00
0.00

0.00

0.00
0.00
0.00
0.00
0.00
0.00
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b. Seeking Help with Resolving or Preventing Mortgage Delinquency
1) Brought mortgage current
2) Mortgage refinanced
3) Mortgage modified
4) Received second mortgage
5) Initiated forbearance agreement/repayment plan
6) Executed a deed-in-lisu
7) Sold property/chose alternative housing =olution
3) Pre-forclosure zale
9) Mortgage foreclosed
10) Counszeled and referred to another social service or emergency assistance
agency
11) Obtained partial claim loan from FHA lender
12) Bankruptcy
13) Entered debt management plan
14) Counseled and referred for legal assistance
15) Currently receiving foreclosure prevention/budget counseling
16) Withdrew from counseling
17) Other
Section 7b Sub-total:
c. Seeking Help with Home Maintenance and Financial Management for Homeowners
1) Obtained a Home Equity Conwersion Mortgage (HECM)
2) Counseled on HECM; decided not to obtain mortgage
3) Obtained a non-FHA reverse mortgage
4) Received home equity or home improvement loan or other home repair assistance
5) Received consumer loan (unsecured)
6) Mortgage refinanced
7) Counseled and referred to other social service agency
8) Sold house/chose alternative housing solution
9) Completed financial management/budget counseling
10) Completed home maintenance counseling
11) Counseled and utilities brought current
12) Counseled and referred for legal assistance
13) Currently receiving counseling
14) Withdrew from counseling

15) Other
Section 7c Sub-total:
d. Seeking Help in Locating, Securing, or Maintaining Residence in Rental Housing
1) Received housing search assistance
2) Obtained temporary rental relief
3) Counseled and referred to agency with rental assistance program
4) Advised on recertification for HUD/other subsidy program
5) Counseled and referred to other social service agency
6) Counseled and referred to legal aid agency for fair housing assistance
7) Counseled and referred to legal aid agency for assistance with eviction
8) Found alternative rental housing
9) Decided to remain in current housing situation
10) Re=olved issue in current tenancy
11) Entered debt management/repayment plan
12) Counseled and utilities brought current
13) Resolved security deposit dispute
14) Currently receiving counseling
15) Withdrew from counseling
16) Other
Section 7d Sub-total:
e. Seeking Shelter or Services for the Homeless
1) Occupied emergency shelter
2) Occupied transitional housing
3) Occupied permanent housing with rental assistance
4) Occupied permanent housing without rental assistance
5) Counseled Referred to other social service agency
6) Remained homeless
7) Currently receiving counseling
3) withdrew from counseling
9) Other
Section 7e Sub-total:
Individual Counseling / Section 7 a-e Total:
Total Counseling / Section 6 and 7 Total:
8. HUD Housing Counseling Grant(s) Data
HUD Housing Counseling Grant or Sub-grant Application Number Grant Type

All HUD Grants

00000000 O ooooooooo

-
-
- 000000000000 0MNWU

[y
=

Coooooooooooooooo

ooooooooo

HUD Housing Counseling Grant Amount

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

$0.00

Figure 58.A. GTR — HUD-9902: 9902 Processing — 9902 Data Analysis Reports Inquiry — Individual 9902

Report
Note: Provided below is an example of a Data Analysis Report when pressing the Excel Form Report
button.
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A - £ DELAWARE OPPORTUNITIES, INCORPORATED
A B | C o | E &=

DELAWARE OPPORTUNITIES,

INCORPORATED
| 2 |Agency ID: 50000

Repeort Period: HUD-9502 Data from Oct
3 |1,2003 to Sep 30, 2009
- 4 |Fiscal Year: 2009

Counseling and Education Activities

= All Counszeling and  Attributed to HUD Housing Counseling
| 6 | Education Activities Grant
7 |3. Ethnicity of Clients {select only one)
| B |a. Hispanic 4 o
| 9 |b. Mot Hispanic 129 a
10 |c. Chose nat to respond 0 o
|11 |Section 3 Total: 133 a
12 |4 Race of Clients
| 13 |Single Race
14 |a. American Indian/Alaskan Mative 0 o
|15 |b. Asian 1 o
16 |c. Black or African Ametican " o
17 |d. Mative Hawaiian or Other Pacific Islander 1 o
18 |e. White 118 o
' 19 |Muli-Race

f. American Indian or Alaska MNative and
|20 |White 1] o
|21 |g. Asian and White ] 1]
| 22 |h. Black or African American and YWhite 1 o

i. American Indian or Alaska Native and
| 23 |Black or African American 0 a
|24 |]. Other multiple race 0 a0
25 |k. Chose not to respond 1 a
|26 |Section 4 Tatal: 133 o
Figure 58.B. GTR — HUD-9902: 9902 Processing — 9902 Data Analysis Reports Inquiry —9902 Excel Form

Report Spreadsheet

Note: Provided below is an example of a Data Analysis Report when pressing the Excel Report button.

Al - #& DELAVWARE OPPORTUNITIES, INCORPORATED
A B | C D M

1 |DELAWARE OPPORTUNITIES, INCORPORATED
2 [Agency ID: 50000
3 [Report Period: HUD-9902 Data from Oct 1, 2008 to Sep 30, 2009
4 |Fiscal Year; 2009
5
Ethnicity_Clients_Counseling_Hispanic_hu |Ethnicity_Clients_Counseling_Mon_Hispani [Ethnicity_Clients_Couns
B [Agency D [Ethnicity_Clients_Counseling_Hispanic_all |d c_all c_hud
7 80000 4 0 129
B
(data abbreviated)
Figure 58.C. GTR — HUD-9902: 9902 Processing — 9902 Data Analysis Reports Inquiry —9902 Excel Report
Spreadsheet

5. If the default Cumulative Totals criteria is chosen for Analysis Type, the Cumulative Totals
report will be prompted, as depicted below. By pressing either the Excel Form Report or Excel
Report buttons, you will be prompted to similar reports as illustrated in Step 4.
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Cumulative Totals

HOC: All Offices
Agency Type: All Agency Types
Reporting Period: HUD-9902 Data from Oct 1, 2008 to Sep 30, 2009
Fiscal Year: 2005

PDF Report

All Counseling Counseling and Education Activities

Ed and Attributed to HUD Housing Counseling
cating Grant
Activities
3. Ethnicity of Clients (select only one)
a. Hispanic 498,079 59,425.51
b. Not Hispanic 2,061,154 278,568.97
c. Chose not to respond 430,677 33,571.67
Section 3 Total: 2,989,910 371,566.15
4. Race of Clients
Single Race
a. American Indian/Alaskan Native 24,729 4,616.63
b. Asian 68,199 6,206.53
c. Black or African American 846,978 117,424.24
d. Native Hawaiian or Other Pacific Islander 14,912 1,794.28
e. White 1,310,642 181,519.80
Multi-Race
f. American Indian or Alaska Mative and White 6,236 931.13
g. Asian and White 4,105 501.93
h. Black or African American and White 19,785 2,591.11
i. American Indian or Alaska Mative and Black or African American 2,968 422.22
j. Other multiple race 192,178 18,566.43
k. Chose not to respond 505,379 37,422.81
Section 4 Total: 2,996,112 371,997.11
5. Income Levels
a. = 50% of Area Median Income (AMI) 1,070,242 158,837.61
b. 50 - 79% of AMI 619,615 88,735.09
c. 80 - 100% of AMI 283,499 35,948.79
d. > 100% AMI 335,236 32,513.20
e. Chose not to respond 678,008 54,911.26
Section 5 Total: 2,986,600 370,945.95

6. Clients Receiving Education/Group Sessions
a. Completed pre-purchase homebuyer education workshop 186,377 37,950.50
b. Completed financial literacy workshop, including hame financing, budgeting and/or

- 124,537 20,107.26
credit repair
c. Completed resolving or preventing mortgage delinquency workshop 54,274 9,106.57
d. Completed_non—delinquencv post-purchase workshaop, including home maintenance 14,801 2,002.63
and/or financial management for homeowners b
e. Completed fair housing workshop 12,361 1,730.57
f. Completed predatory lending workshop 14,989 2,218.11
g. Completed rental workshop 20,207 5,694.89
h. Other workshop 337,180 24,526.38
Group Session / Section 6 Total: 764,726 104,236.91
7. Numbers of Clients Counseled, by Purpose of Visit and Results
a. Seeking Pre-Purchase | buyer Cou ling
1) Purchased housing 34,168 7,312.68
2) Client will be mortgage ready within 90 days 67,330 13,031.85
3) Client will be Mortgage Read_y athr 90 Days; entered debt management plan or 35,399 7,659.90
some other type of long-term financial plan to prepare for homeownership
4) Receiving long term pre-purchase counseling 48,509 9,993.02
5) Entered lease purchase progra 607 104.34
6) Decided Not to purchase housing; no further effort to prepare needed 6,740 1,372.07
7) Withdrew from counseling 24,389 3,498.80
8) Other 16,873 3,204.65
Section 7a Sub-total: 234,015 45,177.31
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b. Seeking Help with Resolving or Preventing Mortgage Delinquency
1) Brought mortgage current

2) Mortgage refinanced

3) Mortgage modified

4) Received second mortgage

5) Initiated forbearance agreement/repayment plan

6) Executed a deed-in-lieu

7) Sold property/chose alternative housing solution

8) Pre-forclosure sale

9) Mortgage foreclosed

10) Counseled and referred to another social service or emergency assistance
agency

11) Obtained partial claim loan from FHA lender

12) Bankruptcy

13) Entered debt management plan

14) Counseled and referred for legal assistance

15) Currently receiving foreclosure prevention/budget counseling

16) Withdrew from counseling

17) Other

Section 7b Sub-total:

41,170
13,599
218,799
14,017
80,715
3,892
9,829
27,011
18,408

83,169

2,649
43,129
18,265
21,295

528,677
74,659
202,909
1,402,192

c. Seeking Help with Home Maintenance and Financial Management for Homeowners

1) Obtained a Home Equity Conversion Mortgage (HECM)
2) Counseled on HECM; decided not to obtain mortgage
3) Obtained a non-FHA reverse mortgage

4) Received home equity or home improvement loan or other home repair assistance
5) Received consumer loan (unsecured)

6) Mortgage refinanced

7) Counseled and referred to other social service agency
3) Sold house/chose alternative housing solution

9) Completed financial management/budget counseling
10) Completed home maintenance counseling

11) Counseled and utilities brought current

12) Counseled and referred for legal assistance

13) Currently receiving counseling

14) Withdrew from counseling

15) Other

Section 7c Sub-total:

116,647
23,162
502
6,880
402
1,703
7,471
1,650
24,393
4,513
10,417
7,201
32,791
6,596
19,897

264,225

d. Seeking Help in Locating, Securing, or Maintaining Residence in Rental Housing

1) Received housing search assistance
2) Obtained temporary rental relief
3) Counseled and referred to agency with rental assistance program
4) Advised on recertification for HUD/other subsidy program
5) Counseled and referred to other social service agency
6) Counseled and referred to legal aid agency for fair housing assistance
7) Counseled and referred to legal aid agency for assistance with eviction
8) Found alternative rental housing
9) Decided to remain in current housing situation
10) Resolved issue in current tenancy
11) Entered debt management/repayment plan
12) Counseled and utilities brought current
13) Resolved security deposit dispute
14) Currently receiving counseling
15) Withdrew from counseling
16) Other
Section 7d Sub-total:
e. Seeking Shelter or Services for the Homeless
1) Occupied emergency shelter
2) Occupied transitional housing
3) Occupied permanent housing with rental assistance
4) Occupied permanent housing without rental assistance
5) Counseled Referred to other =social service agency
6) Remained homeless
7) Currently receiving counseling
3) Withdrew from counseling
9) Other
Section 7e Sub-total:
Individual Counseling / Section 7 a-e Total:
Total Counseling / Section 6 and 7 Total:

8. HUD Housing Counseling Grant(s) Data
HUD Housing Counseling Grant or Sub-grant Application Number
All HUD Grants

35,366
19,078
11,070
16,738
13,180

3,280
17,041

9,173
20,042
23,810

6,310
35,865
303,938

25,979
4,098
8,014
2,032
4,836
3,148
7,089

3,028,674

Grant Type

HUD Housing Counseling Grant Amount

$41,502,773.55

4,338.38
917.72
18,059.16
545.40
7,528.13
235.31
681.13
1,356.88
1,722.50

5,764.14

286.87
3,638.79
1,909.95
2,700.70

47,316.46
5,710.59
17,545.51
120,757.62

15,653.38
2,577.15
71.34
1,538.77
80.63
214.64
1,236.24
101.63
3,420.69
589.00
1,367.82
1,110.38
6,856.23
1,078.75
1,935.51

37,832.16

5,817.78
4,834.89
2,527.34
4,394.14
2,467.68
522.73
1,940.27
1,728.94
5,133.64
3,418.16
1,562.10
3,662.19
585.61
6,246.32
1,118.38
5,082.83
51,943.00

6,420.77
546.15
1,788.51
496.03
755.84
547.89
1,734.12
406.81
316.56
13,012.68
269,722.77
373,959.68

Figure 59. GTR — HUD-9902: 9902 Processing — 9902 Data Analysis Reports Inquiry — Cumulative Totals

Report

6. If the default By Agency criteria is chosen for Analysis Type, the By Agency report will be
prompted, as depicted below. By pressing either the Excel Form Report or Excel Report
buttons, you will be prompted to similar reports as illustrated in Step 4.
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Reporting Period: HUD-9902 Data from Oct 1, 2009 to Dec 31, 2009
Fiscal Year: 2010

All Counseling

and
Education
Activities
3. Ethnicity of Clients (select only one)
a. Hispanic 15,563
b. Not Hispanic 61,932
c. Chose not to respond 19,267
Section 3 Total: 96,762
4. Race of Clients
Single Race
a. American Indian/Alaskan Native 427
b. Asian 1,320
c. Black or African American 29,370
d. Native Hawaiian or Other Pacific Islander 159
e. White 44,754
Multi-Race
f. American Indian or Alaska Native and White 135
g. Asian and White 83
h. Black or African American and White 638
i. American Indian or Alaska Native and Black or African American 51
j. Other multiple race 4,033
k. Chose not to respond 15,994
Section 4 Total: 96,974
5. Income Levels
a. < 50% of Area Median Income (AMI) 37,313
b. 50 - 79% of AMI 22,147
c. 80 - 100% of AMI 9,956
d. > 100% AMI 9,392
e. Chose not to respond 18,044
Section 5 Total: 96,852
6. Clients Receiving Education/Group Sessions
a. Completed pre-purchase homebuyer education workshop 7,638
b. C_omplet_ed financial literacy workshop, including home financing, budgeting and/or 11,019
credit repair .
c. Completed resolving or preventing mortgage delinguency workshop 1,518
d. Corm:_tletet:l_non-n:lelinquenc:yr post-purchase workshop, including home maintenance 501
and/or financial management for homeowners
e. Completed fair housing workshop 156
f. Completed predatory lending workshop 229
g. Completed rental workshop 546
h. Other workshop 5,568
Group Session / Section 6 Total: 27,175
7. Numbers of Clients Counseled, by Purpose of Visit and Results
a. Seeking Pre-Purchase Homebuyer Counseling
1) Purchased housing 1,418
2) Client will be mortgage ready within 90 days 1,854
3) Client will be Mortgage Read_y af'tgr 90 Days; entered debt management plan or 1523
some other type of long-term financial plan to prepare for homeownership !
4) Receiving long term pre-purchase counseling 2,845
5) Entered lease purchase progra 22
6) Decided Not to purchase housing; no further effort to prepare needed 273
7) Withdrew from counseling 535
8) Other 536
Section 7a Sub-total: 9,006
b. Seeking Help with Resolving or Preventing Mortgage Delinquency
1) Brought mortgage current 1,908
2) Mortgage refinanced 875
3) Mortgage modified 5,729
4) Received second mortgage 2,239
5) Initiated forbearance agreement/repayment plan 2,731
6) Executed a deed-in-lieu 368
7) Sold property/chose alternative housing solution 433
3) Pre-forclosure zale 257
9) Mortgage foreclosed 1,033
10) Counszeled and referred to another social service or emergency assistance 748
agency
11) Obtained partial claim loan from FHA lender 160

HCS User’s Manual

PDF Report

Counseling and Education Activities
Attributed to HUD Housing Counseling
Grant

1,978.90
12,318.99
558.22
14,856.11

113.36
156.63
6,911.16
28.13
6,630.25

17.71
10.96
140.25
6.21
390.16
487.42
14,892.34

7,400.64
3,721.23
1,772.53
1,064.57

852.74

14,811.71

1,529.39
1,143.23
202.76
204.05

67.72
31.45
250.17
395.40
3,824.17

266.96
395.64

345.40

685.05
15.76
61.38
85.69

104.44

1,960.32

119.95
30.72
458.46
6.92
382.73
15.17
21.31
22.81
39.49

108.54
7.17
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12) Bankruptcy 2,875 127.45
13) Entered debt management plan 447 12.77
14) Counseled and referred for legal assistance 691 131.89
15) Currently receiving foreclosure prevention/budget counseling 12,118 2,042.43
16) Withdrew from counseling 2,032 165.95
17) Other 2,092 151.74
Section 7b Sub-total: 36,756 3,845.50
c. Seeking Help with Home Maintenance and Financial Management for Homeowners
1) Obtained a Home Equity Conversion Mortgage (HECM) 5,318 592.52
2) Counseled on HECM; decided not to obtain mortgage 518 49.35
3) Obtained a non-FHA reverse mortgage 37 3.27
4) Received home equity or home improvement loan or other home repair assistance 267 49,29
5) Received consumer loan (unsecured) 16 0.00
6) Mortgage refinanced 270 1.08
7) Counseled and referred to other social service agency 80 21.82
3) Sold house/chose alternative housing solution (5} 1.87
9) Completed financial management/budget counseling 718 433.60
10) Completed home maintenance counseling 142 53.97
11) Counseled and utilities brought current 397 107.79
12) Counseled and referred for legal assistance 807 108.87
13) Currently receiving counseling 2,751 706.75
14) Withdrew from counseling 513 71.78
15) Other 2,387 63.76
Section 7c Sub-total: 14,227 2,275.72
d. Seeking Help in Locating, Securing, or Maintaining Residence in Rental Housing
1) Received housing search assistance 691 328.39
2) Obtained temporary rental relief 732 165.48
3) Counseled and referred to agency with rental assistance program 260 59.22
4) Advised on recertification for HUD/other subsidy program Q52 421.82
5) Counseled and referred to other social service agency 620 164.96
6) Counseled and referred to legal aid agency for fair housing assistance 26 1.40
7) Counseled and referred to legal aid agency for assistance with ewviction 61 7.92
3) Found alternative rental housing 297 113.11
9) Decided to remain in current housing situation 563 136.13
10) Resolved issue in current tenancy Q45 124.91
11) Entered debt management/repayment plan 113 59.35
12) Counseled and utilities brought current 570 71.71
13) Resolved security deposit dispute g 23.42
14) Currently receiving counseling 1,697 594.99
15) Withdrew from counseling 154 51.31
16) Other 1,565 208.79
Section 7d Sub-total: 9,255 2,542.01
e. Seeking Shelter or Services for the Homeless
1) Occupied emergency shelter 77 13.58
2) Occupied transitional housing 106 40.74
3) Occupied permanent housing with rental assistance 140 103.70
4) Occupied permanent housing without rental assistance 54 20.94
5) Counseled Referred to other social service agency 248 164.96
6) Remained homeless 167 71.09
7) Currently receiving counseling 112 16.51
8) Withdrew from counseling 104 36.74
9) Other 158 26.09
Section 7e Sub-total: 1,166 494.35
Individual Counseling / Section 7 a-e Total: 70,410 11,118.80
Total Counseling / Section 6 and 7 Total: 97,585 14,942.97
&. HUD Housing Counseling Grant(s) Data
HUD Housing Counseling Grant or Sub-grant Application Number Grant Type HUD Housing Counseling Grant Amount
All HUD Grants $9,475,101.32

Figure 60. GTR — HUD-9902: 9902 Processing — 9902 Data Analysis Reports Inquiry — By Agency Report

7. If the default Percentages Within Total Group criteria is chosen for Analysis Type, the
Percentages Within Total Group report will be prompted, as depicted below. By pressing either
the Excel Form Report or Excel Report buttons, you will be prompted to similar reports as
illustrated in Step 4.
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Percentages Within Total Groups
HOC: All Offices
Agency Type: All Agency Types
Reporting Period: HUD-9902 Data from Oct 1, 2008 to Sep 30, 2009
Fiscal Year: 2009
PDF Report
All Co::é;ellng Counseling and Education Activities
== Attributed to HUD Housing Counseling
P Grant
Activities

3. Ethnicity of Clients (select only one)
a. Hispanic 16.7% 16.0%
b. Mot Hispanic 68.9% 75.0%
c. Chose not to respond 14.4% 9.0%

Section 3 Total: 100.0% 100.0%
4. Race of Clients
Single Race
a. American Indian/Alaskan Native 0.8% 1.2%
b. Asian 2.3% 1.7%
c. Black or African American 28.3% 31.6%
d. Native Hawaiian or Other Pacific Islander 0.5% 0.5%
e. White 43.7% 48.8%
Multi-Race
f. American Indian or Alaska Native and White 0.2% 0.3%
g. Asian and White 0.1% 0.1%
h. Black or African American and White 0.7% 0.7%
i. American Indian or Alaska Native and Black or African American 0.1% 0.1%
j. Other multiple race 6.4% 5.0%
k. Chose not to respond 16.9% 10.1%

Section 4 Total: 100.0% 100.0%
5. Income Levels
a. < 50% of Area Median Income (AMI) 35.8% 42.8%
b. 50 - 79% of AMI 20.7% 23.9%
c. 80 - 100% of AMI 9.5% 9.7%
d. = 100% AMI 11.2% 8.8%
e. Chose not to respond 22.7% 14.8%

Section 5 Total: 100.0% 100.0%

6. Clients Receiving Education/Group Sessions
a. Completed pre-purchase homebuyer education workshop 24.4% 36.4%
b. C_omplet_ed financial literacy workshop, including home financing, budgeting and/or 16.3% 10.3%
credit repair B
c. Completed resclving or preventing mortgage delinquency workshop 7.1% 8.7%
d. CUmpIEtEd_nUn-dEIinquEncy post-purchase workshop, including home maintenance 1.99 2.8%
and/or financial management for homeowners "
e. Completed fair housing workshop 1.6% 1.7%
f. Completed predatory lending workshop 2.0% 2.1%
g. Completed rental warkshap 2.6% 5.5%
h. Other workshop 44.1% 23.5%
Group Session / Section 6 Total: 100.0% 100.0%
7. Numbers of Clients Counseled, by Purpose of Visit and Results
a. Seeking Pre-Purchase H buyer Co ling
1) Purchased housing 14.6% 15.8%
2) Client will be mortgage ready within 90 days 2B8.8% 28.2%
3) Client will be Mortgage Ready after 90 Days; entered debt management plan or 15.19% 16.5%
some other type of long-term financial plan to prepare for homeownership me e
4) Receiving long term pre-purchase counseling 20.7% 21.6%
5) Entered lease purchase progra 0.3% 0.2%
6) Decided Mot to purchase housing; no further effort to prepare needed 2.9% 3.0%
7) Withdrew from counseling 10.4% 7.6%
8) Other 7.2% 6.9%
Section 7a Sub-total: 100.0% 100.0%
b. Seeking Help with Resolving or Preventing Mortgage Delinquency
1) Brought mortgage current 2.9% 3.6%
2) Mortgage refinanced 1.0% 0.8%
3) Mortgage modified 15.6% 15.0%
4) Received second mortgage 1.0% 0.5%
5) Initiated forbearance agreement/repayment plan 5.8% 6.2%
6) Executed a deed-in-lieu 0.3% 0.2%
7) Sold property/chose alternative housing solution 0.7% 0.6%
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8) Other 7.2% 6.9%
Section 7a Sub-total: 100.0% 100.0%
b. Seeking Help with Resolving or Preventing Mortgage Delinquency
1) Brought mortgage current 2.9% 3.6%
2) Mortgage refinanced 1.0% 0.8%
3) Mortgage modified 15.6% 15.0%
4) Received second mortgage 1.0% 0.5%
5) Initiated forbearance agreement/repayment plan 5.8% 6.2%
6) Executed a deed-in-lieu 0.3% 0.2%
7) Sold property/chose alternative housing solution 0.7% 0.6%
3) Pre-forclosure sale 1.9% 1.1%
9) Mortgage foreclosed 1.3% 1.4%
10) Counseled and referred to ancther social service or emergency assistance 5.9% 4.8%
agency
11) Obtained partial claim loan from FHA lender 0.2% 0.2%
12) Bankruptcy 3.1% 3.0%
13) Entered debt management plan 1.3% 1.6%
14) Counseled and referred for legal assistance 1.5% 2.2%
15) Currently receiving foreclosure prevention/budget counseling 37.7% 39.6%
16) Withdrew from counseling 5.3% 4.7%
17) Cther 14.5% 14.5%
Section 7b Sub-total: 100.0% 100.0%
c. Seeking Help with Home Maintenance and Financial M t for H 5
1) Obtained a Home Equity Conversion Mortgage (HECM) 44.,1% 41.4%
2) Counseled on HECM; decided not to obtain mortgage 8.8% 6.8%
3) Obtained a non-FHA reverse mortgage 0.2% 0.2%
4) Received home equity or home improvement loan or other home repair assistance 2.6% 4.1%
5) Received consumer loan (unsecured) 0.2% 0.2%
6) Mortgage refinanced 0.6% 0.6%
7) Counseled and referred to other social service agency 2.8% 3.3%
8) Sold house/chose alternative housing solution 0.6% 0.3%
9) Completed financial management/budget counseling 9.2% 9.0%
10) Completed home maintenance counseling 1.7% 1.6%
11) Counseled and utilities brought current 3.9% 3.0%
12) Counszeled and referred for legal assistance 2.7% 2.9%
13) Currently receiving counseling 12.4% 18.1%
14) Withdrew from counseling 2.5% 2.9%
15) Other 7.5% 5.1%
Section 7c Sub-total: 100.0% 100.0%
d. Seeking Help in Locating, Securing, or Maintaining Residence in Rental Housing
1) Received housing search assistance 11.6% 11.2%
2) Obtained temporary rental relief 5.3% 9.3%
3) Counseled and referred to agency with rental assistance program 3.6% 4.9%
4) Advised on recertification for HUD/other subsidy program 5.5% 8.5%
5) Counseled and referred to other social service agency 4.3% 4.8%
6) Counseled and referred to legal aid agency for fair housing assistance 1.1% 1.0%
7) Counseled and referred to legal aid agency for assistance with eviction 5.6% 3.7%
8) Found alternative rental housing 3.0% 3.3%
9) Decided to remain in current housing situation 9.9% 9.9%
10) Resolved issue in current tenancy 7.8% 5.6%
11) Entered debt management/repayment plan 2.6% 3.0%
12) Counseled and utilities brought current 8.6% 7.1%
13) Resolved security deposit dispute 1.9% 1.1%
14) Currently receiving counseling 14.2% 12.0%
15) Withdrew from counseling 2.1% 2.2%
16) Other 11.8% 11.5%
Section 7d Sub-total: 100.0% 100.0%
e. Seeking Shelter or Services for the Homeless
1) Occupied emergency shelter 43.6% 49.3%
2) Occupied transitional housing 65.9% 4.2%
3) Occupied permanent housing with rental assistance 13.5% 13.7%
4) Occupied permanent housing without rental assistance 4.9% 3.8%
5) Counseled Referred to other social service agency 8.1% 5.8%
6) Remained homeless 5.3% 4.2%
7) Currently receiving counseling 11.9% 13.3%
8) Withdrew from couns=eling 2.2% 3.1%
9) Other 3.6% 2.4%
Section 7e Sub-total: 100.0% 100.0%
Individual Counseling / Section 7 a-e Total: 100.0% 100.0%
Total Counseling / Section 6 and 7 Total: 100.0% 100.0%
8. HUD Housing Counseling Grant{s) Data
HUD Housing Counseling Grant or Sub-grant Application Number Grant Type HUD Housing Counseling Grant Amount

All HUD Grants

$41,502,773.55

Figure 61. GTR — HUD-9902: 9902 Processing — 9902 Data Analysis Reports Inquiry — Percentages
Within Total Groups Report

8. If the default HUD Grants as a Percentage of All Activities criteria is chosen for Analysis
Type, the HUD Grants as a Percentage of All Activities report will be prompted, as depicted
below. By pressing either the Excel Form Report or Excel Report buttons, you will be prompted

to similar reports as illustrated in Step 4.

HCS User’s Manual

Page 7-49



7.0GTR

HUD Grants as a Percentage of All Activities
HOC: All Offices
Agency Type: All Agency Types
Reporting Period: HUD-9%02 Data from Oct 1, 2008 to Sep 30, 2009
Fiscal Year: 2009
PDF Report
All Co;.lr::;.;ellng Counseling and Education Activities
= Attributed to HUD Housing Counseling
Educatien Grant
Activities
3. Ethnicity of Clients (select only one)
a. Hispanic 100.0% 11.9%
b. Not Hispanic 100.0% 13.5%
c. Chose not to respond 100.0% 7.8%
Section 3 Total: 100.0% 12.4%
4. Race of Clients
Single Race
a. American Indian/Alaskan Native 100.0% 18.7%
b. Asian 100.0% 9.1%
c. Black or African American 100.0% 13.9%
d. Native Hawaiian or Other Pacific Islander 100.0% 12.0%
e. White 100.0% 13.8%
Multi-Race
f. American Indian or Alaska Native and White 100.0% 14.9%
g. Asian and White 100.0% 12.2%
h. Black or African American and White 100.0% 13.1%
i. American Indian or Alaska Native and Black or African American 100.0% 14.2%
i. Other multiple race 100.0% 9.7%
k. Chose not to respond 100.0% 7.4%
Section 4 Total: 100.0% 12.4%
5. Income Levels
a. < 50% of Area Median Income (AMI) 100.0% 14.8%
b. 50 - 79% of AMI 100.0% 14.3%
c. 80 - 100% of AMI 100.0% 12.7%
d. > 100% AMI 100.0% 9.7%
e. Chose not to respond 100.0% 8.1%
Section 5 Total: 100.0% 12.4%
6. Clients Receiving Education/Group Sessions
a. Completed pre-purchase homebuyer education workshop 100.0% 20.4%
b. C_omplet_ed financial literacy workshop, including home financing, budgeting and/or 100.0% 16.1%
credit repair
c. Completed resolving or preventing mortgage delinquency workshop 100.0% 16.8%
d. Completed_nonfdelinquency post-purchase workshop, including home maintenance 100.0% 19.6%
and/or financial management for homeowners "
e. Completed fair housing workshop 100.0% 14.0%
f. Completed predatory lending workshop 100.0% 14.8%
g. Completed rental workshop 100.0% 28.2%
h. Other workshop 100.0% 7.3%
Group Session / Section 6 Total: 100.0% 13.6%
7. Numbers of Clients Counseled, by Purpose of Visit and Results
a. Seeking Pre-Purchase H buyer Cou ling
1) Purchased housing 100.0% 21.4%
2) Client will be mortgage ready within 90 days 100.0% 19.4%
3) Client will be Mortgage Read_y aftgr 90 Days; entered debt management plan or 100.0% 21.6%
some other type of long-term financial plan to prepare for homeownership "
4) Receiving long term pre-purchase counseling 100.0% 20.6%
S) Entered lease purchase progra 100.0% 17.2%
6) Decided Mot to purchase housing; no further effort to prepare needed 100.0% 20.4%
7) Withdrew from counseling 100.0% 14.3%
8) Other 100.0% 19.0%
Section 7a Sub-total: 100.0% 19.7%
b. Seeking Help with Resolving or Preventing Mortgage Delinquency
1) Brought mortgage current 100.0% 10.5%
2) Mortgage refinanced 100.0% 5.7%
3) Mortgage modified 100.0% 8.3%
4) Received second mortgage 100.0% 3.9%
5) Initiated forbearance agreement/repayment plan 100.0% 9.3%
6) Executed a deed-in-lieu 100.0% 5.0%
7) Sold property/chose alternative housing solution 100.0% 5.9%
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8) Pre-forclosure sale 100.0% 5.0%
9) Mortgage foreclosed 100.0% 9.4%
algjertljcoyunseled and referred to another social service or emergency assistance 100.0% 5.9%
11) Obtained partial claim loan from FHA lender 100.0% 10.8%
12) Bankruptcy 100.0% 8.4%
13) Entered debt management plan 100.0% 10.5%
14) Counseled and referred for legal assistance 100.0% 12.7%
15) Currently receiving foreclosure prevention/budget counseling 100.0% 9.0%
16) Withdrew from counseling 100.0% 7.6%
17) Other 100.0% 8.6%
Section 7b Sub-total: 100.0% 8.6%
c. Seeking Help with Home Maintenance and Financial Management for Homeowners
1) Obtained a Home Equity Conwversion Mortgage (HECM) 100.0% 13.4%
2) Counseled on HECM; decided not to obtain mortgage 100.0% 11.1%
3) Obtained a non-FHA reverse mortgage 100.0% 14.2%
4) Received home equity or home improvement loan or other home repair assistance 100.0% 22.4%
5) Received consumer loan (unsecured) 100.0% 20.1%
6) Mortgage refinanced 100.0% 12.6%
7) Counseled and referred to other social service agency 100.0% 16.5%
3) Sold house/chose alternative housing =solution 100.0% 6.2%
9) Completed financial management/budget counseling 100.0% 14.0%
10) Completed home maintenance counseling 100.0% 13.1%
11) Counseled and utilities brought current 100.0% 13.1%
12) Counseled and referred for legal assistance 100.0% 15.4%
13) Currently receiving counseling 100.0% 20.9%
14) Withdrew from counseling 100.0% 16.4%
15) Other 100.0% 9.7%
Section 7c Sub-total: 100.0% 14.3%
d. Seeking Help in Locating, Securing, or Maintaining Residence in Rental Housing
1) Received housing search assistance 100.0% 16.5%
2) Obtained temporary rental relief 100.0% 25.3%
3) Counseled and referred to agency with rental assistance program 100.0% 22.8%
4) Advised on recertification for HUD/other subsidy program 100.0% 26.3%
5) Counseled and referred to other social service agency 100.0% 18.7%
6) Counseled and referred to legal aid agency for fair housing assistance 100.0% 15.9%
7) Counseled and referred to legal aid agency for assistance with eviction 100.0% 11.4%
a) Found alternative rental housing 100.0% 18.8%
9) Decided to remain in current housing situation 100.0% 17.1%
10) Reszolved issue in current tenancy 100.0% 14.4%
11) Entered debt management/repayment plan 100.0% 19.8%
12) Counszeled and utilities brought current 100.0% 14.1%
13) Resolved security deposit dispute 100.0% 10.0%
14) Currently receiving counseling 100.0% 14.4%
15) Withdrew from counseling 100.0% 17.7%
16) Other 100.0% 16.7%
Section 7d Sub-total: 100.0% 17.1%
e. Seeking Shelter or Services for the Homeless
1) Occupied emergency shelter 100.0% 24.7%
2) Occupied transitional housing 100.0% 13.3%
3) Occupied permanent housing with rental assistance 100.0% 22.3%
4) Occupied permanent housing without rental assistance 100.0% 156.9%
5) Counseled Referred to other social service agency 100.0% 15.6%
6) Remained homeless 100.0% 17.4%
7) Currently receiving counseling 100.0% 24.5%
3) Withdrew from counseling 100.0% 30.9%
9) Other 100.0% 14.6%
Section 7e Sub-total: 100.0% 21.8%
Individual Counseling / Section 7 a-e Total: 100.0% 16.3%
Total Counseling / Section 6 and 7 Total: 100.0% 15.9%
8. HUD Housing Counseling Grant(s) Data
HUD Housing Counseling Grant or Sub-grant Application Number Grant Type HUD Housing Counseling Grant Amount
All HUD Grants $41,502,773.55

Figure 62. GTR — HUD-9902: 9902 Processing — 9902 Data Analysis Reports Inquiry — HUD Grants as a
Percentage of All Activities Report

7.3 Grants

The U.S. Department of Housing and Urban Development (HUD) administers a comprehensive housing
counseling program and provides grants through competitive awards to approved local housing
counseling agencies, national and regional intermediaries, and state housing finance agencies. Using the
HCS Grant Processing feature, you can: Setup Grant Applications: The Setup Grant Applications
function sets up grant applications.

e Scoring: The Scoring function rates and ranks grant applications.
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e Final Scoring for Primary Reviewers: This sorts the scoring out by the reviewers for each
application.

e Calculate Recommended Awards: This calculates and submits the recommended awards.

e Input Awards/Sub Allocations: This allows you to input awards and sub allocations based on
sub-agencies.

While logged in as a GTR, you will see the following Grants Processing menu of options:

HOUSING COUNSELING SYSTEM

HOME AGENCY HUD-9902 Flelf\ifsl USER MANAGEMENT REPORTS EXPORT HCS ARCHIVE

Figure 63. GTR — Grants: Grants Menu

7.3.1 Grant Application Process

The Grant Application Process sets up the HCS system for the entire year. The Grant Application Process
involves:
e Setup Grant Applications
Scoring
Final Scoring for Primary Reviewers
Calculate Recommended Awards
Input Awards/Sub Allocations

The sections below explain each grant applications step in detail.

7.3.2 Setup Grant Application

As a GTR, you can setup grant applications for the agencies you are in charge of. To setup a grant
application follow the steps below.

1. From the upper navigation menu, click the Setup Grant Application hyperlink. The Setup Grant
Applications for FY 20XX screen appears, displaying a list of existing grant applications based on
your HUD Office.

2. To view specific grant applications, by agency, select a grant type as illustrated in Figure 64.
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Denver (HOC) office view

Grant Application Grant Tvpe # of # of
by Office YP Apps Agency
LHCA-COMP 0
LHCA-HECM 0
LHCA-MMSA 0
Denver (HOC)

(T - MSO-COMP o 0

\=) GTR REVIEWER RULE:
MSO-HECHM 0
SHFEA-COMP 0
SHEA-HECM 0

Total Applications 146
Total Agencies 0

Figure 64. GTR — Grants: Grant Applications by HUD Office for FY 20XX

3. Click an agency name in the Agency Name column to update an existing grant
application. The Agency and applicable (HOC) screen appears.

Denver

Instructions: Click on Agency Name title hyperlink to list the agencies in Agency Name and HUD Office order. Click on Agency ID title hyperlink to list the
agencies in Agency ID and HUD Office order. Click on Agency Type title hyperlink to list the agencies in Agency Type, Agency Name, and HUD Office order.
Click on Address title hyperlink to list the agencies in State, Agency Name, HUD Office, and Appl ID order. Click on HUD Office title hyperlink to list the
agencies in HUD Office and Appl ID, that is the Application 1D, order.

New Application...

. Awarded
Agency Name Agency ID  Agency Type Grant Type Address S#Ee App FY¥ FY FY Delete
2005 2006 2007
REVERSE
JUSTINE PETERSEN HOUSING 1023 N. Grand Blvd.
AND REINVESTMENT COR | 01462 LHCA MORTGAGE 5t | ouis, MO 63106 0852 1001 =
COUNSELI
o REVERSE
LEGAL AID OF WESTERN 1125 Grand Boulevard
o 82416 LHCA MORTGAGE r 0892 |00z =
MISSCURI ConNeEST  |Kansas City, MO 64106
. REVERSE
HIGH PLAINS COMMUNITY 130 E. 2nd Street
DEVELOPMENT, CORP. L RREEE MORTGAGE | o 4ron, NE 69337-2329 I e |
COUNSELI
REVERSE
CITY OF FORT WORTH 1000 Throckmorton St
HOUSING DEPARTMENT 81140 LHCA MORTGAGE |£ort warth, TX 76102 0892 1005 =l
COUNSELI
REVERSE :
CCCS OF N CENTRAL TEXAS 80946 LHCA MORTGAGE | 301 N- McDonald, Suite 600 | .05 |5og =
McKinney, TX 73069
COUNSELI
REVERSE
SCI-TECH DEVELOPMENT, 5401 North 76th Street
INC. (SDI) DBA SDI 83520 LHCA MORTGAGE i yaukee, WI 53218 0892 (007 =l
COUNSELI
EL PASO COMMUNITY ACTION REVERSE
PROGRAM, PROIECT BRAVO, |81154 LHCA MORTGAGE gfg:s?.”rt;";%?a’f 0892 008 =
INC. COUNSELI '
COMMUNITY ACTION REVERSE
PARTNERSHIP OF SUBURBAN 80662 LHCA MORTGAGE E'i lﬁtnhs’t\lt{; gg;ih3—1303 0892 |009 =
HEMNEPIN COUNSELI prins,
. REVERSE 815 South Freedom Blv., Suite
Eggﬂggiw el 80228 LHCA MORTGAGE 100 0892 010 =

COUNSELI Provo, UT 84601

Figure 65. GTR — Grants: Grant Applications for FY 20XX
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4. Edit the desired fields on the Grant Application page, and once completed select OK to save any
changes. Select Cancel to go back to previous page without saving any changes.

Setup Grant Application for FY 2008

Instructions: Fill out the form below, review your information for accuracy, and click the OK button.

Projected Mext Fiscal Year T Enter the number of clients the agency plans to service from their grant request.

Adjusted Projections O This is an automated adjustment to the Projected number of clients based on the grant amount awarded. This is provided as a
reference in order to enter a realistic Committed Projections.

Committed Projections T Enter the final number of clients the agency should service based on their final grant award.

* indicates required information.

. JUSTINE PETERSEN HOUSING AND dEan Agency
Agency Name: REINVESTMENT COR Agency ID: 31462 e LHCA

1023 N. Grand Blvd.

Fed Tax ID Num: 43-1763074 DUNS Num: 090336228 Address: 5, ° | "o 63106
: Application _ _ REVERSE MORTGAGE
HUD Office: Denver (HOC) ID: 0892 - 001 Grant Type: - yusel 1

e O e i es T Projected Adjusted Committed

J Next FY Projections Projections
Factor 3

Projected # of Clients that will be served

Factor 5

Projected # of Clients of Pre-Purchase Counseling that will purchase home

Projected # of Clients of Pre-Purchase Counseling that are working and will become mortgage ready
Projected # of Clients of Pre-Purchase Counseling that will not purchase a home

Projected # of Clients of Default Counseling successfully avoiding foreclosure

Projected # of Clients of Rental Counseling
Factor 5 - Predatory Lending Applicants Only

Projected # of Predatory Lending Counsel that have their mortgage modify, refinanced, or other to avoid foreclosure

RequliE::agr:]t::g Delinguent in Federal Debt? [ ves HUD Office GTR: Saddler, Delois
_ _ . - - Secondary : :
Primary Reviewer: | Spragg. Diana (Inactive) hd CEmEr T T Vaughn, Manci (Inactive) A
Secondary Reviewer - . Secondary
3- Heiser, Patricia E hd CEmEr T 2h (select one) A

Clients Serviced Last FY:
0

Reguested: $
15000.00 =

Recommended: $
15000.00

Prev. FY Funding: $
0.00

2-YR Review:

No |+

Prev. Yr. Draws:

No |+

OK Cancel

Figure 66. GTR — Grants: Setup Grant Application for FY 20XX — Agency Detail

5. To create a new grant application for an agency, click New Application. The Agency screen
appears.

Agency: Denver (HOC)

(Select One)
OK Cancel

Figure 67.A. GTR - Grants: Setup Grant Application for FY 20XX — New Application Agency Select
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6. Click the drop-down arrow and select an agency for the new application.

Note: You must select an application before you click OK. Or, to cancel this new application,

click Cancel.

7. Click OK. The Setup Grant Application for FY 20XX screen appears.

Instructions: Fill out the form below, review your information for accuracy, and click the OK button.

Projected Next Fiscal Year T Enter the number of clients the agency plans to service from their grant request.

Adjusted Projections T This is an automated adjustment to the Projected number of clients bazed on the grant amount awarded. This is provided a=s a
reference in order to enter a realistic Committed Projections.

Committed Projections O Enter the final number of clients the agency should service based on their final grant award.

* indicates required information.

Agency Name: COUNTY Agency ID: 83455 Agency Type: LHCA
. _ . .1101 Swan Court
Fed Tax ID Num: 75-2946623 DUNS Num: 000000000 Address: g oo wn, TX 76082
HUD Office: Grant Type:
RequliErl‘lagr:]t‘::‘g Delinguent in Federal Debt? [ Yes HUD Office GTR: Maszengale, Alice
Primary Reviewer: | (select ong) v SEETTIER Rewew?r (select one) v

Secondary Reviewer (
2:

2-YR Review:
No '+

Prev. Yr. Draws:

No |+

Setup Grant Application for FY 2008

AFFORDABLE HOUSING OF PARKER

select one) v

Secondary Rewewgr (select one) 3

OK Cancel

Figure 67.B. GTR — Grants: Setup Grant Application for FY 20XX

7.3.3 Scoring

As a GTR you can score grant applications. This section describes how to review, edit, or delete grant
application scores.

1. From the upper navigation menu, click the Scoring hyperlink. The Application Scoring List
Search for Fiscal Year 20XX screen appears.

2. From here you will be able to edit your search criteria based on:

a.

b.
C.
d

Agency ID
Agency Name
Reviewer
Application ID

3. Once you have narrowed down your search click the Search button to retrieve those results, or
Clear to erase what was put into each field.
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Application Scoring list Search for FY 2010

Instructions:

# Search feature provided allows customizing list of completed scores.
® To select a new score card directly, click "NEW SCORE" button.

MOTE: If scoring is "Disable", the Project Manager is in the process of setting up the score criteria and rules. When system is configured properly, the scoring

will be "Enabled" allowing scores to be entered.
oo |

Agency Name|

Application ID| | - | |
| Search || Clear || New Score |

Figure 68. GTR — Scoring: Application Scoring List Search for FY 20XX
4. You will be prompted to your search results, which you can sort based off of the following

criteria:
a. Agency Name
b. Agency ID
c. Agency Type
d. Application ID
e. Reviewer

5. To open a specific scorecard, click the hyperlink under Agency Name that you would like to
view.

Note: to Delete or add New Score skip to step 9.

. |
Application(s) Scored for Fiscal Year 2010
Instructions: + =
New Score... search returns 5
Agency Name Agency ID  Agency Type Grant Type Application ID Reviewer Total Score Delete
HOMECWNERSHIP PRESERVATION FOUNDATION 84081 :‘::; "m” COMP 0011-004 Grotheer, George 92 =]
NATIOMNAL FEDERATION OF COMMUNITY —— National . " . B .
DEVELOFMENT CREDIT UNIONS BASIG Intermediary  —oMP 0011-006 Grotheer, George 9 frad |
National -
= rad |
NATIOMAL URBAN LEAGUE B1639 Int fary | COMP 0011-013 Grothesr, George L]
COCS OF GREATER ATLANTA - MAIN OFFICE BASIE !l.::l\l.:l:-:«n.n.\. COMP 0011-015 Grotheer, George 95 =]
CCCS OF GREATER ATLANTA - MAIN OFFICE BAS3E o] HECM 0012-002 Gratheer, George 94 Ead |
Intermdiany
Mew Score..,

Figure 69. GTR — Scoring: Application(s) Scored for Fiscal Year 2010
6. Once you have chosen your desired Agency, you will be prompted to the Factors For Award

scorecard.
a. Check agency information for accuracy to ensure you are evaluating the correct
score card.

. Other Reviewers assigned to this application are posted for reference.

c. All sub-factor scores when listed must be scored. Major Factor scores cannot be
over written when sub-factors are listed. Major Factor scores will automatically
sum the scores of its sub-factors. If no sub-factors are listed, the score for the
Major Factor can be entered directly.
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d. If applicable, instructions to each sub-factor are provided by selecting the Blue

Information icon.
e. Bonus Points are shown if applicable. Combine the Factor scores plus Bonus

Points to determine Total Score.

7. When all scores have been entered, click the OK button on the bottom to save the score
card, or Cancel to erase changes.

=
Factors for Award
Instructions: + =
Agency ID: 54081
Agency Name: HOMEOWNERSHIP PRESERVATION FOUNDATION Application ID: 0011-004
Grant Category: INTERMEDIARY Grant Type: COMP
Reviewer: George Grotheer
Other Reviewer(s): Brian Siebenlist (Prim. Rvwr) Collesn Weiser
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|

5
3
2
A
o
4
D
LR
°
2

|

Figure 70.A. GTR — Scoring: Application(s) Scored for Fiscal Year 2010

8. If you click OK, and there are errors associated with your scoring you will prompted to
various messages.
a. If the number you input is larger than the Max Points, a error message will pop-up
b. If the number you input is not a whole number, a error message will pop-up
c. If the number you input is not a positive number, a error message will pop-up

ﬂ For factor 3, subfactor 16's input value cannot be greater than 4

oK

Figure 70.B. GTR - Scoring: Message from webpage (Step 8.a)
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Message from webpage E

A Requires integer for factor 3's subfactor 16

oK

Figure 70.C. GTR - Scoring: Message from webpage (Step 8.b)

Message from webpage E

L\ For factor 3, subfactor 16's input value should be a positive number.

Figure 70.D. GTR - Scoring: Message from webpage (Step 8.c)

9. To delete a score, click the X button found under the delete column on the Application(s) Scored
for Fiscal Year 2010.

. |
Application(s) Scored for Fiscal Year 2010
Instructions: + =
New Score... search returns 5
Agency Name Agency ID  Agency Type Grant Type #pplication ID Reviewer Total Score Delete
HOMEDWNERSHIP PRESERVATION FOUNDATION B4081 :1‘!;1' dkary ComMe 0011-004 Grothesr, George a2 > I
NATIOMNAL FEDERATION OF COMMUNITY —— National . " . B .
DEVELOPMENT CREDIT UNIONS B4530 Intermediary COME 001 1-006 Grothear, George 93 sl I
National -
= o I
MATIOMNAL URBAN LEAGLE B1639 Int lany COMP 011-013 Grothesr, George a9
COCS OF GREATER ATLANTA - MAIN OFFICE BAS38 E‘.;T:.I-:-:m..u-, coMe 0011-015 Grothesr, George 95 pad |
CCCS OF GREATER ATLANTA - MAIN OFFICE BASIE Hat HECM 012-00F Grothesr, Geprge 94 Fad I
Intermdiany

Figure 71. GTR — Scoring: Application(s) Scored for Fiscal Year 2010

10. A message will be prompted prior to finalizing your action. Click OK to delete the score, or
Cancel to return back to the Application(s) Scored for Fiscal Year 2010 page.

Message from webpage E
2)  Are you sure you want to delete this Score ?
OK Cancel ‘

Figure 72. GTR - Scoring: Message from webpage Delete a Score

11. To add a New Score, click the New Score button located above and below the Agency Name
column.

12. This will prompt you to a list of scorecards that are awaiting your review, similar to Figure 71.
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13. The scorecard, and process, will be the same as previously described in Steps 6 and 7.
You have now finished using the HCS Scoring feature.

7.3.4 Final Scoring for Primary Reviewer

You can complete the final scoring for primary reviewers by searching for an agency, reviewer name, or
application ID.

1. From the top navigation menu, click the Final Scoring for Primary Reviewers hyperlink. The
Final Scoring for Primary Reviewers Search for FY 20XX screen appears.

Final Scoring for Primary Reviewers for FY 2010
Search grant applications for final scoring by primary reviewers using the criteria below.

Agency ID
Agency Name
Primary Reviewer v
Application ID -

Search || Clear

Figure 73. GTR — Grants: Final Scoring for Primary Reviewers Search for FY 20XX

2. Search for the final scoring for primary reviewers by using any combination of the search criteria
to filter the list of applications that require a final score.
a. Enter the agency ID you are searching for in the Agency ID field.
b. Enter the agency’s name in the Agency Name field.
c. Click the drop-down box next to the Primary Reviewer field and select the primary
reviewer for this scoring.
d. Enter the application’s ID in the Application ID field.

3. Click Search. The Final Scoring List for Fiscal Year 20XX search results screen appears
displaying the search results the HCS system finds based on your search criteria:
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Final Scoring List for Fiscal Year 2008

Search Criteria: ® Agency Name: national foundation for credit counseling

Appl. ID Agency Name Reviewer F:u;tgr:;). Total
0000-008 NATIONAL FOUNDATION FOR CREDIT COUNSELING, INC. Roman, Ruth No Review
Cromwell, Betsy 26.00 10.00 33.00 10.00 12.00 91.00
Siebenlist, Brian (Prime Rvwr) No Review

Average Score: 26.00 10.00 33.00 10.00 12.00 91.00
Final Score: 29.00 10.00 35.00 10.00 12.00 96.00

0094-002 NATIOMNAL FOUNDATION FOR CREDIT COUNSELING, INC. Roman, Ruth No Review
Cromwell, Betsy 26.00 10.00 33.00 10.00 12.00 91.00
Siebenlist, Brian {Prime Rvwr) No Review

Average Score: 26.00 10.00 33.00 10.00 12.00 91.00
Final Score: 29.00 10.00 35.00 10.00 12.00 96.00

L =

Figure 74. GTR — Grants: Final Scoring List for Fiscal Year 20XX
4. To view or edit the final scoring for a specific agency, Click the agency’s name in the Agency’s
Name column. The Final Scoring for Primary Reviewer screen appears.

5. Review the form; edit the final score by typing in the Final Score fields.

6. Click OK to save your changes or Cancel to exit the screen.

Final Scoring for Primary Reviewer

Instructions: Fill out the form below, review your
information for accuracy, and click the OK button. The
Average Score is based on scores submitted.

Agency Name: NATIONAL FOUNDATION FOR CREDIT COUNSELING, INC.

Application ID: 0000-008 Grant Category: Intermediary Grant Type: Comprehensive
Primary Reviewer: Brian Siebenlist
Max - .
. Max Brian Betsy Ruth |Average Final
ST FER T Points Egm{: Siebenlist Cromwell Roman|Score  |Score
1. Capacity of the Applicant and Relevant
Organizational Staff 30.00, 0.00 0.000 26.000 0.00 26.00[ |
2. Need/Extent of the Problem 10.00/ 0.00 0.00 10.00/ 0.00 10.00[ |
3. Soundness of Approach/Scope of Housing
Counseling Services 38.00 0.00 0.000 33.00 0.000 33.00] |
4. Leveraging Resources 10.00/ 0.00 0.00, 10.00, 0.00, 10.00 | |
5. Achieving Results and Program Evaluation | 12.00 0.00 0.00, 12.000 0.00, 12.00] |
Total 100.00/ 0.00 0.00 91.00 0.00, 91.00[NaN |
[ QK ] [ Cancel ]

Figure 75. GTR - Grants: Final Scoring for Primary Reviewer — Agency Details

You have now used the HCS Search for Final Scoring for Primary Reviewers feature.
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7.3.5 Calculate Recommended Award

As a GTR you can view the Recommended Awards that were calculated for a given year.

1. From the top navigation menu, click the Calculate Recommended Award hyperlink. The
Recommended Awards Calculation for FY 20XX screen appears.

Recommended Awards Calculation for Fiscal Year 2008

Instructions: Activating each Grant Type below will generate HCS to calculate a recommended award for all applications that have a
Final Score assigned to that Grant Type. Applications are ready to be calculated using this feature when the number under '#
Calculated' is less than the number under '# Final Score'. To execute Recommended Award:

1. Select the HUD Office application is processing under.
2. Click on the Grant Type that describes the application you wish to calculate recommended award amounts. This will take you to
another page to perform the calculation.
3. Go to bottom of the calculation page and click the 'Save' button to save the recommended awards to database. Calculated
applications will be reflected under '# Calculated' column.
4. Monitor the # Calculated for it to equal the # Applied to determine when all applications have been calculated. All applications
applied must be calculated to get an accurate Recommended Award for each application.
5. Recommended Award amount should equal Allocated amount when all applications are calculated.

Grant Type Allocated Recommended Requested # # # %Yp

Award Funds Applied = Final Scored Calculated = Completed

SHFA
Comprehensive $2,580,000.00 $2,579,999.93 £5,267,090.36 19 19 139 100.00%

Intermediary
REVERSE MORTGAGE

COUNSELT $3,559,450.00 $3,559,450.00 $6,252,000.00 3 3 3 100.00%
Comprehensive $24,002,500.00 $24,002,500.00 $39,080,528.97 21 21 21 100.00%

LHCA
REVERSE MORTGAGE o
COUNSELT $440,550.00 $440,550.00 $468,050.00 23 23 23 100.00%
Comprehensive $15,867,932.59 $15,975,043.84 $31,005,291.71 431 431 429 59.54%
ECANIDOCTIENGREVIEW $575,000.00 $575,000.00 $575,000.00 1 1 0 0.00%
HUD Total: $47,025,432.59 $47,132,543.82 $82,647,061.04 504 504 501 99,40%

Figure 76. GTR — Grants: Recommended Awards Calculation by Grant Category

7.3.6 Input Award/Sub Allocations

As a GTR you can input awards and sub-allocations. The list of applications is dependent on the
type of funding allocations chosen by HUD and described in Calculate Recommended Awards
above. Follow these steps to input/review the awards and sub-allocations when the funding
allocations chosen by HUD is Grant Category and Housing Office Center:

1. From the upper navigation menu, click the Input Awards/Sub Allocations hyperlink. The Input
Awards for FY 20XX screen appears, displaying the available HUD Offices, and the allocated
funds, amount awarded, and the grant type for each office.

2. Click the HUD Office hyperlink for the HUD Office that you’d like to input/review awards. The
Select a Grant Application to Award for FY 20XX screen appears.
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Denver (HOC) Office View

Instructions: List of grant applications for awards input will be displayed by clicking on corresponding Grant

Applicant Category.
Grant Type

ComMp

FLMF

LDRC

HECM

TRNG

INTERMEDIARY
LHCA

MSO

SHFA

INTERMEDIARY

INTERMEDIARY
LHCA

MSO

SHFA

INTERMEDIARY
LHCA
MSO

INTERMEDIARY

Grand Total:

Allocated

Allocated

Allocated

Allocated

Allocated

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00
$0.00
$0.00

$0.00

$62,850,000.00

Awarded
$0.00
$3,736,173.00
$250,625.00
$770,673.00

Awarded
$0.00

Awarded
$0.00
$160,428.00
%£50,000.00
£69,689.00

Awarded
$0.00
$197,700.00
$0.00

Awarded
$0.00

%$5,235,293.00

Figure 77. GTR — Grants: Input Awards for FY 20XX

3. To sort this list: Click the Agency Name button to list the agencies in Agency Name order. Click
the Application ID button to list the agencies in Application ID order. Click the —Agency Type
button to sort by agency type and Agency Name order. Click the hyperlink for the agency that
you wish to grant an award.

4. To select a grant application from a specific agency, click the hyperlink for the agency’s name in

the Agency Name column. The Input Awards for FY 20XX screen appears.
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Select a Grant Application to Award for FY 2009

Instructions: + —

Agency - Application Sub-

Agency Name D Agency Type Grant Type HUD office City/5tate D Allocated Awarded
NEW YORK CITY : : .
COMMISSION ON HUMAN 80433  LHCA COMP f"z:"gﬁﬁ,'f'h'a (LHEA e York, Ny 0321-001 N $0.00
RIGHTS /
YWCA DELAWARE 80961  LHCA coMP f"g:"gr'ﬁ,'?h'a (LHCA \ewark, DE 0321-002 N $20,000.00
UNIVERSITY LEGAL SERVICES 80213  LHCA CoMP f";:"gai'!f’h'a (LHCA \yachington, DC 0321-003 N £0.00
NATIONAL COUNCIL ON : :
AGRICULTURAL LIFE AND 80570  LHCA CoMP f"g:'lgaﬂ?h'a R e o 0321-004 N $46,220.00
LABOR RESEARCH FUND, INC
CHRISTIAN ACTIVITIES - R Philadelphia (LHCA i
COUNCIL 84173 LHCA ComMP ~ComR) Hartford, CT 0321-005 N $32,236.00
OPPORTUNITIES
INDUSTRIALIZATION CENTER Philadelphia (LHCA i
Do e i Bl e COMP e New London, CT 0321-006 N $0.00
INC.
MUTUAL HOUSING OF SOUTH
CENTRAL CT, INC. // R Fhiladelphia (LHCA . .. P
NEIGHBORWORKS NEW 84534 LHCA comMp - COMP) Mew Haven, CT 0321-007 N $0.00
HORIZONS
CHELSEA RESTORATION Philadelphia (LHCA :
e 84144  LHCA CoMP e Chelsea, MA 0321-008 N $21,748.00
GREATER BOSTOM LEGAL R Philadelphia (LHCA R i
gl 80563  LHCA CoMP P Comp Boston, MA 0321-009 N $30,488.00
PRO-HOME, INC. 81747  LHCA COMP f"g:"gs"’;,'fh'a (LHCA T ntan, MA 0321-010 N $35,732.00
COMMUNITY SERVICE Philadelphia (LHCA i
HETWORK. TNE. 81850  LHCA CoMP L Stoneham, MA 0321-011 N $23,496.00

Figure 78. GTR — Grants: Select a Grant Application to Award for FY 20XX

5. Complete the form; enter the amount awarded in whole dollars (format: 9999999) and make sure
the number of zero (0)s are correct. The amount awarded should not exceed the agency’s
requested amount.

Input Awards for FY 2009

Instructions: Fill out the form below, review your information for accuracy, and click the OK button to save results.
Click the 'Sub-Agency Allocation' button to access screen to distribute funds to sub-agencies.
* indicates required information.

Agency Name: NEW YORK CITY COMMISSION ON HUMAN RIGHTS (0321-001 )

40 Rector Street, 10th Floor

Address:
New York, NY 10006
Requested: $28,369.00 Grant Category: LHCA
Recommended: $0.00 Grant Type: COMP
Enter the Amount Awarded in whole dollars (format: 99999999.99).
The Amount Awarded should not exceed the Agency's Requested Amount.
If the recommended Award Amount is greater than Amount Remaining (below) contact the
system administrator for guidance.
Awarded: = 0.00= HUD Office Responsible for Awarding Grant: Philadelphia (LHCA - COMP)
Amount Allocated: $17,111,728.00
The Amount Awarded to Date excluding this Agency: $17,111,728.00

The Amount cannot exceed the Amount Remaining: £0.00

OK Cancel Agency/Sub-Agency Allocation

Figure 79.A. GTR - Grants: Input Award (by Agency)
6. To sub-allocate funds to any associated sub-agencies, click Agency/Sub-Agency Allocation. The
Sub-Agency Grant Allocations screen appears.

7. Complete the form and fill in any sub-agency funding information. To allocate the funds evenly,
click Allocate Evenly. To allocate by # of counselors, click Allocate by # of Counselors. To
allocate by # of clients, click Allocate by # of Counselors.
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Agency Grant Allocation

Instructions: + -

Parent Agency Name: YWCA DELAWARE
HUD Office: Philadelphia (HOC)

Application ID: 0321-002 Grant Awarded: 3 20.000.00

Parent Agency 1ID: 80961 Administrative Allocation: -5 5.000.00
Parent Agency Type: LHCA Indirect Cost: _$
Grant Type: COMPREHENSIVE COUNSELING Available Funds: g 15.000.00
Allocate Evenly | | Allocate By # of Counselors | | Allocate By # of Clients |
| Submit | |Print | | Export | | Cancel | | Close this window
# of # of Projected Sub-
Sl etz SLE LRI Counselors Clients Allocation
YWCA DELAWARE 80961 LHCA | 1U| | 25[]| : 15,000.00
ALLOCATION TOTALS: 1 | 10 | 250 || $15.000.00
BALANCE: $0.00
Allocate Evenly | | Allocate By # of Counselors | | Allocate By # of Clients |
| Submit | |Print | | Export | | Cancel | | Close this window |

Figure 79.B. GTR — Grants: Agency Grant Allocation

8. Review the form for accuracy and take one of the following actions: To print, click Print and
follow the instructions in the Print dialog box. To export to Microsoft Excel, click Export and
follow the instructions in the File Download dialog box. To cancel the sub-allocations, click
Cancel. To save the allocations, click Save. The screen refreshes and includes confirmation
messages.
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Sub-Agency Grant Allocation

Instructions: + -

Messages
Sub-Agency number of counselors and number of projected clients have been saved.
Your sub-allocations have been saved.

Parent Agency Name: CATHOLIC CHARITIES USA
HUD Office: Headquarters SF-HUD

Application ID: 0011-001 Grant Awarded: § 1.057,385.00
Parent Agency ID: 80750 Administrative Allocation: -g 67,454 15
Parent Agency Type: National Intermediary Indirect Cost: -g 17.930.85
Grant Type: COMPREHENSIVE COUNSELING Available Funds: 3 972,000.00
Allocate Evenly | | Allocate By # of Counselors | | Allocate By # of Clients |
| Submit | |Print | | Export | | Cancel | | Close this window |

Figure 79.C. GTR - Grants: Sub-Agency Grant Allocation — Save Message
7.4 ARM Submission Verification

1. Fromthe ARM Management Menu, select the Reports Submission Verification hyperlink.

SUBMISSION VERIFICATION

Instructions: 1. Enter Start Date and End Date (* required) 2. Enter search criteria (optional) 3. Select report button

* Start Date{mmdd.m'y}|:| * EmlDate{mlmdd.'ym}|:|
I-ICSA.genclel:|

Agency Name |
Active CMS Name | v/

[ Al Submissions | Failed List

Figure 80. GTR — Submission Verification: ARM Submission Verification

2. Upon narrowing down your search criteria, you have three types of submission reports to choose
from:

a. All Submission: This will provide you a full list of submissions; the ones that failed and
the ones that were successful

b. Failed List: This will provide a list of only the submissions that failed.

c. Success List: This will provide you a list of only the submissions that were successful.
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All Submissions

Failed List

Apr27 2010 11:55 | Successful 84573 LIFESPAMN CREDIT COUMNSELING SERVICE

Apr 27 2010 11:55 | Successful 80748 CCCSIGRACEWORKS LUTHERAN SERVICES CPR

Apr27 2010 11:13 | Successful 80748 CCCSIGRACEWORKS LUTHERAN SERVICES CPR

Apr27 2010 11:12 | Successiul 80748 CCCSIGRACEWORKS LUTHERAN SERVICES CPR
Apr26 2010 2:41 | Successful 84573 LIFESPAMN CREDIT COUMNSELING SERVICE CPR

Apr23201012:03 | Successful 83530 HORIZONS, A FAMILY SERVICE ALLIANCE (HORIZONS CCCS) Paragon

Apr20201011:19 | Successful 80640 SUREPATH FINANCIAL SOLUTIONS CPR
Apr19 2010 5:49 | Successful 82943 CCCS OF THE SAVANNAH AREA, INC. CPR
Apr1920105:48 | Successful 82943 CCCS8 OF THE SAVANMNAH AREA, INC. CPR
Apr19 2010 5:47 | Successful 82943 CCC3 OF THE SAVANNAH AREA, INC. CPR
Apr19 2010 5:45 Failed 82943 CCCS OF THE SAVANMNAH AREA, INC. CPR

Figure 81.A. GTR — Submission Verification: ARM Submission Verification Results
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SUBMISSION VERIFICATION

Instructions: 1. Enter Start Date and End Date (* required) 2. Enter search criteria (optional) 3. Select repart button

* Start Date (mmiddiyyyy) | 01/01/2009 | = End Date (mmiddiyyyy) 05/01/2010

HCS Agency ID

Agency Name
Active CMS Name M

All Submissions | Failed List

Report selected for active and inactive agencies: Failed List Total: 13

Date Status HCS Agency Id Agency Name CMS HName
Apr18 2010 5:45 Failed 82943 CCCS OF THE SAVANNAH AREA, INC. CFR
Apr18 2010 5:42 Failed 82943 CCCS OF THE SAVANNAH AREA, INC. CFR
Apr 18 2010 5:40 Failed 82943 CCCS OF THE SAVANNAH AREA, INC. CFR
Apr19 2010 10:09 Failed 83279 CCCS OF NH & VT CFR
Apr 16 2010 10:53 Failed 80727 CONSUMER CREDIT COUNSELING SERVICE CFR
Apr14 2010 4:17 Failed 83279 CCCS OF NH & VT CFR
Mar 18 2010 4:03 Failed 83279 CCCS OF NH &VT CFR

Mar 17 2010 12:22 Failed 83279 CCCS OF NH & VT CFR
Mar 17 2010 12:21 Failed 83279 CCCS OF NH &VT CFR
Mar 9 2010 4:49 Failed 80724 CREDIT COUNSELING CENTERS OF OKLA. CFR
Mar 9 2010 4:47 Failed 80724 CREDIT COUNSELING CENTERS OF OKLA. CFR
Mar 9 2010 4:31 Failed 80724 CREDIT COUNSELING CENTERS OF OKLA. CFR
Feb 12010 12:06 Failed 80949 Catholic Charities of Chicago HCS

Figure 81.B. GTR — Submission Verification: ARM Submission Verification — Failed List

~

* Start Date (mmi/ddlyyyy) 06/01/2008 | * End Date (mmiddiyyyy) | 06/01/2010

HCS Agency ID

Agency Name

Active CMS Name M

Report selected for active and inactive agencies: Success List Total: 56

Date Status HCS Agency Id Agency Name CMS Name
May 3 2010 2:28 Successful 80244 CCCS OF NORTH CENTRAL WEST VIRGINA FParagon

Apr 302010 216 Successiul 80941 CCCS OF DELAWARE VALLEY, INC. CFR
Apr 3020101212 Successful 80727 CONSUMER CREDIT COUNSELING SERVICE CFR
Apr 27 2010 11:55 Successful 84573 LIFESPAN CREDIT COUNSELING SERVICE CPFR
Apr 27 2010 11:55 Successful 80748 CCCS/GRACEWORKS LUTHERAN SERVICES CFR
Apr 27 2010 11:13 Successful 80748 CCCSIGRACEWORKS LUTHERAN SERVICES CFR
Apr 27 2010 11:12 Successiul 80748 CCCS/IGRACEWORKS LUTHERAN SERVICES CFR
Apr 26 2010 241 Successful 84573 LIFESPAN CREDIT COUNSELING SERVICE CFR
Apr23 2010 12:03 Successful 83530 HORIZOMS, A FAMILY SERVICE ALLIANCE (HORIZONS CCCS) FParagon
Apr20 2010 11:18 Successful 80640 SUREPATH FINANCIAL SOLUTIONS CFR
Apr19.2010 5:49 Successful 82943 CCCS OF THE SAVANMNAH AREA, INC. CPFR
Apr19 2010 548 Successiul 82943 CCCS OF THE SAVANMAH AREA, INC. CFR
Apr19 2010 5:47 Successful 820943 CCCS OF THE SAVANMAH AREA, INC. CFR
Apr19 2010 12:42 Successiul 80949 Catholic Charities of Chicago CCARM
Apr19 2010 12:38 Successful 80949 Catholic Charities of Chicago CCARM
Apr19.201011:48 Successful 80949 Catholic Charities of Chicago CCARM
Apr19 2010 11:33 Successful 80949 Catholic Charities of Chicago CCARM
Apr19 2010 11:31 Successful 80949 Catholic Charities of Chicago CCARM
Apr 162010 3:48 Successiul 82951 CCCS, ADIVISION OF TRIANGLE FAMILY SERVICES, INC. Faragon
Apr16 2010 2:22 Successful 80949 Catholic Charities of Chicago CCARM
Apr 16 2010 217 Successful 80949 Cathaolic Charities of Chicago CCARM 2

Figure 81.C. GTR - Submission Verification: ARM Submission Verification — Successful List
You have successfully viewed the ARM Submission Verification.
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7.5 Funding Allocations

The Program Manager at HQ enters all of the funding allocations. HCS supports two methods of
allocating funds. The first method allocates by grant type only. The second method used in previous fiscal
years is according to grant type and HUD office. Depending on which method used by HQ, the funding
allocation information available to a GTR is different.

1. From the upper navigation menu, click the Funding Allocation hyperlink. The Grant Funding
Allocation — 20XX screen appears.

Grant Funding Allocation - 2009

Show History OYes @' No
HUD Total &
INTERMEDIARY -1
COMP-1-1 325,727 323.00
LDRC-1-3 $992,677.00
FLMF-1-4 §798,272.00
HECM-1-2 $5,500,000.00
TRNG-1-5 '$5,000,000.00
TOTAL £39,018,272.00 539,018,272.00
LHCA-2
COMP-2-1 17,111, 728.00
LDRC-2-3 §004,358.00
HECM-2-2 51,000,000.00
TOTAL £159,016,085.00 5$19,016,086.00
MS0-3
COMP-3-1 $1,570,000.00
LDRC-3-3 $99,653.00
HECH-3-2 §346,300.00
TOTAL £2,015,953.00 §2,015,953.00
SHFA-4
COMP-4-1 $2,650,000.00
LDRC-4-3 £149 689.00
TOTAL §2 798 689.00 §2,799,689.00
GRANT TOTAL 8§52 850,000.00 $62,850,000.00
@ &
Excel

Figure 82.A. GTR - Funding Allocations: Funding Allocation by Grant Category

2. When the method of allocating funds is according to grant type only, The Funding Allocation
20XX by Grant Category is displayed.

3. To view the allocations described by Grant Type, click the red dot circled below.
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o]  AEacal

Figure 82.B. GTR — Funding Allocations: Funding Allocation By Grant Type
4. To view the Grant information in matrix form, click the blue dot, as depicted below.

p—

@ °

il  [Bxcall

Figure 82.C. GTR — Funding Allocations: Funding Allocation Grant Matrix Validation

5. To see additional information (such as the validation or difference), click the green dot. Those
two fields will be displayed.
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Show History O‘r’es @ No
HUD Total Validation Difference
INTERMEDIARY-1
COMP-1-1 $25,727 323.00
LORC-1-2 55992 677.00
FLMF-1-4 5798, 272.00
HECM-1-2 $6,500,000.00
TRNG-1-5 55,000,000.00
TOTAL $35,018,272.00 §39,018,272.00 $359,018,272.00 £0.00
LHCA-2
COMP-2-1 517,111, 728.00
LORC-2-3 $504,358.00
HECM-2-2 51,000,000.00
TOTAL $15,016,086.00 §19,016,086.00 5$19,016,086.00 £0.00
MS0-3
COMP-3-1 $1,570,000.00
LORC-3-3 $99,653.00
HECM-3-2 £345,300.00
TOTAL $2,015,953.00 $2,015,953.00 $2,015,953.00 0.00
SHFA-4
COMP-4-1 52,650,000.00
LORC-4-3 5149 689.00
TOTAL $2,799,689.00 $2,799,689.00 $2,799,689.00 S0.00
GRANT TOTAL $62,850,000.00 $62,850,000.00 $62,850,000.00 20.00
@ ]
\erify Excel

Figure 82.D. GTR - Funding Allocations: Funding Allocation Additional Information

6. To see the history of this funding allocation, click Yes next to Show History. The history appears
at the bottom of the screen.

TOTAL 52,015,953.00 $2,015,953.00
SHFA-4
COMP-4-1 52 650,000.00
LDRC-4-3 5148 689.00
TOTAL $2,799,589.00 $2,799,689.00
GRANT TOTAL  $62,850,000.00 $62,850,000.00
@ ™

Show History

Allocation History -
Neo information available

Figure 82.E. GTR — Funding Allocations: Funding Allocation Show History
7. To verify the funding allocation, click Verify. A confirmation message appears.
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Microsoft Internet Explorer, E|
L E Werification successful!
L

Figure 83. GTR - Funding Allocations: Funding Allocation Verification Message

8. You have now verified this information. Click OK.

9. To export this Funding Allocation information into an Excel spreadsheet, click Excel. When the
following dialog box appears, decide whether to Open, Save, or Cancel the spreadsheet.

File Download

Do you want to open or save this hile?

@ j Mame: Funding_allocation. xls
Hl

Type: Microsaft Excel Warksheet
From: 10.1.1.106 i

Open ][ Save ][ Cancel l

Alwayz azk before opening thiz lppe of file

harm your computer. If pou do nat trust the zource, do not open or

@ Whhile files from the Internet can be useful, zome files can potentially
zave this file. What's the risk?

Figure 84. GTR — Funding Allocations: Funding Allocation Export to Excel
You have now finished using the HCS system’s Funding Allocation feature.

7.6 Reports

The HCS system comes with a variety of reports. These reports can be viewed, printed, and exported to
Excel spreadsheet. These reports provide management with a view of the application process. Also, these
reports are excellent views of the post-processing results. Below are instructions on how to generate,
print, and export reports. Also, the sections below show a sample of each report and details about what
information each report contains.

7.6.1 Viewing Reports

To view any of the HCS system reports, take the following steps:
1. From the upper navigation menu, scroll down to the Reports section. Click the hyperlink of the
report you want to generate from the Reports sub-menu in top navigation frame. For example, if

you click Application Progress Status hyperlink from the menu, the Application Status for FY
20XX screen appears.
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>
Application Status for FY 2009
Total 790 records
Reset NotEvaluated Evaluated
T — poc Agency Agency Grant Appl Prim  scoring ’;f;: Scaring ’:\sri.‘r' Scoring Aﬂi::rl Scoring
g Y ji»] Type Type ID Rywr Complets - Complete =2 Complete =2 Complete
ABYSSINIAN ) :
DEVELOPMENT phf.‘:g;‘:ﬁh'a 83751 LHCA  |comp DL?"'?' Phyllis Ford  |08/15/2009 Bg::f':an 08/03/2003
CORPORATION ! ! <
ACCESS LIVING OF e —
METROPOLITAN HoT) 22063 LHCA  comp Shirley Barnes  08/16/2009  Rachel Allen  09/02/2005 Kendel King
CHICAGO
ACCOMACK-
NORTHAMPTON Ehiladzlphia 03z21- e . Karen p
PLANNING DISTRICT | (HOC) 23967 LHCA  [come |20 Virginia Holman |08/19/2009| _ 27" . |08/18/2009
c
ACORN HOUSING  Headquarters National 0011- Jennifer
LT SFHUD | 80753 [ ey COMP i Terri Ames  08/10/2009 Ronald Bedoya 09/02/2008 b
ACORN HOUSING  |Headquarters Natianal 0013- i Jennifer
CORPORATION SR-HUD | 89752 |ppeam ot | LORE To0e Terri Amas Ronald Badoya |09/02/2008) “o 7 F
ACORN HOUSING Headquarters Mational 0014- Jennifer
e e SF-HUD | 80753 [ ey TIMF Gar Terri Ames Ronald Bedoya 09/02/2008 Wb
ACTION FOR
ggi;rh?u'"‘mw phf.‘;i;‘jﬁh'a 24865 LHCA  |comp 01392;1' Chris Cline John Olmstead
(HOC)
DEVELOPMENT,
ADAMS COUNTY N T
HOUSING (HoC) 20209 LHCA  comp =0 08/04/2009 Patricia Heiser 08/05/2009 Douglas Neff  08/04/2009
AUTHORITY
ADAMS COUNTY Denver —
HOUSING Pyl 80209 LHCA LDRC |yoa 08/04/2003 Patricia Heiser 08/11/2005| Douglas Neff | 08/06/2009
AUTHORITY R
YOUTH EDUCATION BrmEs oEzi-
AND HEALTH IN [HOC) 282040 LHCA COoOMP 105 08/25/200%9 Dahlia Martinez 08/13/2009 Delia Linan 09/16/2009
SOQULARD
VWCA DELAWARE ph::l'_a'g;':'ihia 80961 LHCA comp %30221' David Dwyer |08/11/2009 Ef:;;f:an 08/19/2009
Philadelphia 0zz3- George
YWCA DELAWARE {HOC) 80961 LHCA, LDRC 001 David Dwyer Bridgeman 08/19/2009
| Export | | Primary Reviewer Statistics | |

Figure 85. GTR — Reports: Applications Status for FY 20XX

7.6.1.1 Printing Reports

You can print any of the HCS system reports by following these steps:

1. From the top navigation menu, scroll down to the Reports section. Click the hyperlink of the
report you want to generate from the Reports sub-menu in top navigation frame. For example, if
you click Application Progress Status hyperlink from menu, the Application Status for FY 20XX

SCreen appears.
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T
Application Status for FY 2009
Total 790 records
Reset NotEvaluated Evaluated
AT RETE woc Agency Agency Grant Appl Prim  Scoring ':“Ms,ifr' Scaring ‘:‘S;tr' Scaring ';iifr' Scaring
D Type Type ID Rvwr Complete 5l Complets =z Complete =3 Complets

ABYSSINIAN . ;
DEVELOPMENT Ph:l:(dje(lztha 83751 LHCA coMp foﬁl Phyllis Ford | 08/15/200% deezrg:an 08/03/2009
CORPORATION ! €
ACCESS LIVING OF e T
METROPOLITAN 22063 LHCA  coMmp Shirley Barnes 08/16/2009 Rachel Allen  03/02/20039 Kendel Kin

(HOC) 119 = g
CHICAGOD
ACCOMACK-
NORTHAMPTON Bhilzdelphia 03z21- PR o Karen ar
BLANNING DISTRICT | (HOC) 23387 LHCa  come LT Virginia Holman |08/13/2008|  “SFT. - |08/18/2008
c
ACORN HOUSING Headquarters National 0ot1- ) Jennifer
R EORrTon ehuD 80753 ary COMP e Terri Amss  08/10/2009 Ronald Bedoya 03/02/2008 ~_"-
ACORN HOUSING Headquarters National 0013- ) P Jennifer
CORPORATION SE-HUD | 29752 |1 emediery | 'ORE 006 Terri Amas Ronald Badoya |03/02/2008) 2 UE
ACORN HOUSING Headquarters National 0014- ) Jennifer
e SRHUD 80752 ey FYMF o7 Terri Amas Ronald Badoya 03/02/2008 ~Z'UE
ACTION FOR
Egi:h?UNNIW Dh:l:(d]e(l;h.a 84865 LHCA comp Dl?fazgl' Chris Cline John Olmstead

)
DEVELOBMENT,
ADAMS COUNTY — _—
HOUSING (HOC) 30205 LHCA  COMP o 08/04/2009 Parricia Heiser 08/05/2009 Douglas Neff  08/04/2009
AUTHORITY
ADAMS COUNTY Denver p—
HOUSING (HoQ) 20205 LHCA LDRC | oo 08/04/2009 Patricia Heiser |08/11/2008) Douglas Neff | 08/06/200%
AUTHORITY /
YOUTH EDUCATION B oEzi-
AND HEALTH IN (HoC) 8z040 LHCA coMP T oo 08/25/2009 Dahlia Martinez 08/19/2009 Delia Linan 0%/16/2009
SOULARD
VWCA DELAWARE Ph:.':gﬁ‘;hia 80961 LHCA comp 0030221’ David Dwyer |08/11/2009 Bf:;;rg“in 0=/19/2009
Philadelphiz 0323- h George
YWCA DELAWARE (HOC) 80961 LHCA LDRC oot David Dwyer Ereirzmer 08/19/2009
- | Export | | Primary Reviewer Statistics |
1L

Figure 86. GTR — Reports: Application Progress Status for FY 20XX

2. Click the Print button. The Print dialog box similar to follow appears. Once you have selected
your printing criteria, click Print to have a printout of the document.

General | Optians

Select Printer

[=] add Printer iz Inkuit Inkernal Prinker

24 Adobe POF iz Micrasoft Office Document Imag
: g3 5naglt 7

?

Status: Feady [ Print to file

Location:

Camment:

FPage Range
@ al Mumber of copies:

() Pages: 1

Enter either a single page number or a single
page range. For example, 5-12

Frint H Cancel ]
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Figure 87. GTR — Reports: Print Dialog Box.
You have now successfully printed a report. Repeat these steps to print any of the other reports available.

7.6.1.2 Exporting Reports
You can export any of the HCS system reports to Excel spreadsheet by following these steps:
1. From the top navigation menu, scroll down to the Reports section. Click the hyperlink of the
report you want to generate from the Reports sub-menu in top navigation frame. For example, if

you click the Applications Progress Status hyperlink from the menu, the Applications Status for
FY 20XX screen appears.

2. Click the Export button. The File Download dialog box appears.

T
Application Status for FY 2009
Total 790 records
Reset NotEvaluated Evaluated
: . Asst. . Asst, Asst. .
Agency Name | Hoc A0y Agey A G | | G| M| S me | SO
o] Type Type ID Rvwr P =1 P =2 F =3 F
ABYSSINIAN , .
DEVELOPMENT phf.‘:g;‘:ﬁh'a 83751 LHCA comp DL::"? ehyllis Fard | 08/15/2009 B:ii::rg:an 08/03/2003
CORPORATION R <
ACCESS LIVING OF el 0azi-
METROPOLITAN 820632 LHCA comMmp Shirley Barnes 08/16/2009 Rachel allen  09/02/2009 Kendel King
(HOC) 119
CHICAGO
ACCOMACK-
NORTHAMPBTON Philadelphia 0321- p r1af- Karen v
BLANNING DISTRICT [HoC) 83967 LHCA comMp i70 Virginia Holman |08/1%/200% Eendersmith 08/18/2009
c
ACORN HOUSING Headquarters Mational 0011- Jennifer
e RLanarer SR-HUD | 80753 o ey COMP 016 Terri Ames  08/10/2009 Ronald Bedoya 03/02/2003 ~C b
ACORN HOUSING Headquartars Mational 0013- tAm Jennifer
CORPORATION SF-HUD 80752 Incermeciary LDRC 006 Terri Ames Ronald Bedoya |09/02/2009 Smith
ACORN HOUSING Headquarters Mational 0014- Jennifer
LA SR-HUD | 80753 ey FEMF ooy Terri Ames Ronald Bedoya 09/02/2009 ~ZTnF
ACTION FOR
BOSTON Philadelphia 0321- . "
COMMUNITY [HOC) 84865 LHCA cCoMpP 199 Chris Cline John Olmstead
DEVELOPMENT,
ADAMSICOUNANY Denver 08z21-
HOUSING (HoC) 80209 LHCA comP "o 08/04/2009 Patricia Heiser 08/05/2009 Douglas Neff 08/04/2009
AUTHORITY
ADAMS COUNTY Denver 0823-
HOUSING (Hoo) 80209 LHCA LDRC ooz 08/04/200%| Patricia Heiser 08/11/200% Douglas Neff | 08/06/200%
AUTHORITY N ‘
Y¥OUTH EDUCATION D oEz1-
AND HEALTH IN el 82040 LHCA comMp 08/25/2009 Dahlia Martinez 08/19/2009 Delia Linan  09/16/2009
TR {HOC) 105
YWCA DELAWARE ph:':doeé‘;h'a s0961 LHCA, comp '3030221" David Dwyer |08/11/2009 Bg:;;f:an 08/19/2009
Philadelphia 0323- George
Y¥WCA DELAWARE thod) 20961 LHCA, LoRe LT David Dwyer Brideeman  08/19/2009
Print Export Primary Reviewer Statistics
|

Figure 88. GTR — Reports: Application Progress Status for FY 20XX

3. Click the Open button to open the spreadsheet in HCS web page. Or, click the Save button and
follow the instruction to save the report to a Microsoft Excel file.
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File Download

Do you want to open or save this file?

@ j Mame: Funding_recommendation_repart, xls
1H Type: Microsoft Excel Worksheet

From: 10.1.1.106

Open ] [ Save l [ Cancel

Always ask before opening this twpe of file

harr pour computer. IF you do nat trust the zource, do not open or

@ YWhile files from the Internet can be uzeful, zome files can potentially
zave this file, What's the nisk?

Figure 89. GTR - Reports: File Download Dialog Box.

You have now exported an HCS system report. Follow these steps again to export any of the other
reports.

7.6.2 Report Examples

7.6.2.1 Application Progress Status

Application Progress Status report shows the dates when each assigned reviewer and primary reviewer
completed their evaluation.

1. From the upper navigation menu, under Reports sub-menu, click Application Progress Status
hyperlink, the Grant Applications Status Search screen appears. Enter the criteria that you would
like to search for and click the Search button to retrieve your results, or Clear to erase the data
you had input.

Grant Application Status Report Search

Agency ID
Agency Mame
Application ID -
Reviewer | Select a Reviewer ¥
Agency Type: | Select an Agency Type ¥
HOC office: | Select a HOC Office
Grant Type: | Select a Grant Type

Search || Clear

Figure 90. GTR — Reports: Application Progress Status Search

2. Tosort this list:
a. Click the Agency Name hyperlink will sort the list first in Agency Name order, and then
in TIN number and Application 1D order.
b. Click the TIN hyperlink will sort the list first in TIN number order, and then in Agency
Name and Application 1D order.
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c. Click the Appl ID hyperlink will sort the list first in Application ID order, and then in
Agency Name and TIN number order.

d. Click the Prim Rvwr hyperlink will sort the list first in Primary Reviewer’s last name
and first name order, and then in Agency Name, TIN number, and Application ID order.

T
Application Status for FY 2009
Total 790 records
Reset NotEvaluated Evaluated
Agency Name HoC Agency Agency Grant Appl Prim Scoring :ii: Scoring ';f:\tr Scoring ):.iitr Scoring
D0 Type Type ID Rvwr Complet el Complete =2 Caomplete =2 Complete

ABYSSINIAN , .
DEVELOPMENT phf.‘:gi‘:ﬁh'a 22751 LHCA | compP DL::"? Phyllis Fard | 08/15/2009 B:ii::rg:an 08/032/2009
CORPORATION R <
ACCESS LIVING OF e e
METROPOLITAN (HOC) 22063 LHCA comp "0 Shirley Barnes  08/16/2009 Rachel Allen  09/02/2009 Kendel King
CHICAGO
ACCOMACK-
NORTHAMPTON Philadelphia 03z1- PR— o Karen .
BLANNING DISTRICT | [HOC) 83967 LHCA come |\ 7 Virginia Holman | 08/19/2009 @270, |08/18/2003
c
ACORN HOUSING Headquarters Mational 0oo11- Jennifer
fohhnRia Sr-HuD | B0733 ey COMP e Terri Ames  08/10/2009 Ronald Bedoya 09/02/2009 ~ UL
ACORN HOUSING Headquartars Mational 0013- , Jennifer
CORPORATION SF-HUD 80753 Intermediary LDRC 008 Terri Ames Ronald Bedoya (09/02/200% Smith
ACORN HOUSING Headguarters National 0014- Jennifer
T SeHup | 80753 ey TMF Gag Terri Ames Ronald Bedoya 09/02/2008 o -
ACTION FOR
Egi;rh?ur"mw phf.‘:z;‘:'fh'a 84865 LHCA coMp 0139291’ Chris Cline John Olmstead

( )
DEVELOPMENT,
ADAMS COUNTY p— TETie
HOUSING HoC) 80209 LHCA comp "o 08/04/2009 Patricia Heiser 08/05/2009 Douglas Neff  08/04/2009
AUTHORITY
ADAMS COUNTY Denver 0823~
HOUSING Hoe) 80209 LHCA LDRC |54 08/04/2009| Patricia Heiser |08/11/2009 Douglas Neff | 08/06/200%
AUTHORITY N ‘
¥OUTH EDUCATION N —
AND HEALTH IN hoo 82040 LHCA comp ST 08/25/2009 Dahlia Martinez 08/15/2009  Delia Linan  09/16/2009
SOULARD
YWCA DELAWARE Ph:':‘éeé‘;hia s0961 LHCA, comp 003022"’ David Dwyer |08/11/2009 Bl_ci":;;f:an 08/19/2009

Philadelphia LEEES ) George
YWCA DELAWARE thod) 20961 LHCA LoRC e David Dwyer Brideeman  08/19/2009
| Export ‘ | Primary Reviewer Statistics |
P |

Figure 91.A. GTR — Reports: Application Progress Status for FY 20XX

3. Click the Primary Reviewer Statistics button on the report, the Primary Reviewers Statistics for
FY 20XX screen appears.
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Primary Reviewer
First Name Last Name
Brian Siebenlist
Ruth Roman
Headguarters SF-HUD Totals:
Annstte Banasiuk
Beth Eilers
Elizabeth Cahall
Glen Stopera
Janice Skinner
Jennifer Sica
Jchn Nighieszczanski
Maryanne Daniel
Robert Wright
Sharon Farrow
Tamie Caontois
Philadelphia (HOC) Totals:
Jason Willey
Kendel King
Tracy Fields
Vivien King
Atlanta (HOC) Totals:
Denna Martin
Gail Osgood
Kristin Johnsen
Lorraine Griscavage-Frisbee
Mark Escalantz
Marykay Kelley
Myrna Pascuzl
Pauline Louie
william Mckes
dawn golik
Santa Ana (HOC) Totals:
Grand Totals:

#of # of # of
Applicati I ! Compl
49 48 L
1 1 0
50 49 L
33 35 a
z o z
35 26 E]
25 o 25
30 30 0
23 o 23
12 10 2
30 3 27
31 31 0
23 o 23
31 31 0
281 166 115
85 85 0
3 3 0
65 65 0
88 a8 1]
241 241 0
5 0 5
6 0 3
3 o 3
3 ] 3
8 0 8
8 0 8
7 o 7
6 3 0
E o E
7 2 5
72 E] 63
750 465 225
Print | Export

Primary Reviewers Statistics for FY 2009

in
HUD Office

98%

2%

100%

Figure 91.B. GTR — Reports: Primary Reviewers Statistics for FY 20XX

4. To view the list of applications which evaluations have not been completed yet, click Not
Evaluated button. The Application Status for FY 20XX (Not Evaluated) page is displayed. Any
application that has one or more scores missing is listed.
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Application Status for FY 2009
Total 592 records
Reset NotEvaluated Evaluated
AeEry HEmE Hoc Agency Agency Grant Appl Prim  scoring psst Scoring fest Scoring fest Scoring
D Type Type ID Rwwr Complete = Complete =2 Complete =3 Complete
ABYSSINIAN )
DEVELOPMENT phf.':g;‘:ﬁh'a 83751 LHCA  |cowmp 013;261 Bhyllis Ford |08/15/2003 Br‘ii::rg“in 08/03/2009
CORPORATION e i
ACCESS LIVING OF — —
METROPOLITAN Hog] 82063 LHCA  comP iy Shirley Barnes 08/16/2009 Rachel Allen  09/02/2003 Kendel King
CHICAGO
ACCOMACK-
NORTHAMPTON Philadelphia 0321- B ear Karen o
SLANNING DISTRICT | THog | 83967 tca  |comp 